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Prepared solely for the training of the individuals assigned to serve in thi s capacity on 
AC/CS Evaluation Visits and cannot be reproduced or used for any othe r purpose . 

Fall 2016 

WELCOME 

Facilitators : 

Ms. Perliter Walters-Gilliam 
Associate Vice President, Quality Enhancement & Training 

Ms. Terrasia Covington 
Sr. Coordinator, Evaluator Management Program 
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Focal Areas 
Enhanced Verification of Student Achievement Information 

Using Various Sources of Information in the Review 
Pre-Visit Call for Comments Enhancements 
On-Site Student Surveys 

Assessment of Inst itutiona l Risk 

Additional Expectations of the Campus Effectiveness Plan 

Expanded Team Report Narratives 

Assessment of overall organizational effectiveness and eff iciency 

Team Chair Tra ining 

DATA INTEGRITY REVIEW (DIR) -
UPDATED PROCESS 

Integrated with the ACICS PVP process to reduce onsite 
verification. 

Fall 2016 : review of the January- June 2016 placement data 

DIR will also be verifying licensure pass rates as published 

The DIR Report template has been created 

Work with DIR and program specialist(s) on areas of concern, 
being sensitive to systemic misrepresentation • Data Integrity , 

Te.am Chair Trai ning , f 4 
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PRE-VISIT CALL FOR COMMENT 
Facilitated by staff but conducted by school representat ive PRIOR to the visit -
staff must be copied on the ema il comm unication to the campus commu nity. 

Specific quest ions have been added to better evaluate the data received 

Summary, provided by staff, must be discussed during pre-visit meet ing, 
focusing on areas of potential concern. 

Is there an abnormal number of ·positive· comments? 
Are all comments positive? 
Have any concerns, veiled as a comment, been provided 
Maintain an objective and focus-based review 

Information received shou ld inform the review process - interviews, 
observations, document review - and if necessary, campus asked for a 
response 

Any concern invest igated as a result of the comments shou ld be documented in 
the team's report (as an initia l concern corrected on site or as a finding) 

Tea m Chair Tra ining 

ON-SITE STUDENT SURVEYS 
Should be conducted on first morning of visit to generate some 
feedback early in the review (additional results would be collected from 
night students , second day) ~ ✓ c 

~ 
~ ◊<:: 

Results must be shared with tea m - either to confi rm student> // 
satisfac tion or discuss possible issues from responses: ,, 

Significant percentage did not receive cata log or understand 
f inancia l aid or fe lt misled, etc. 
Review of general comments ; recommendat ion of institut ion (if low, 
the re is a problem) 

Referenced in narrative - as a source of information that triggered 
additional review, resulting in a finding or the campus providing 
additional information 

Te.am Chair Training 
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ASSESSMENT OF INSTITUTIONAL RISK 

Factors of Institutiona l Risk 
Student Achievement Performance as reporte d 
Consideration of Complaints and External (Adverse) Information 
History 
Financial Monitoring 
Excessive Growth Monitoring 

Institutional Summaries 
Prepared by staff for each campus review 
Includes background as well as assessment 

Conside rat ion Approac h 
Collaborat ion with staff (and team) on areas needing additional 
focus 

Team Chair Tra ining 

CONSIDERATION OF COMPLAINTS & 
EXTERNAL INFORMATION 

Staff coordinators have access to compla ints and externa l 
information records via the system for their review and preparation. 

These cases should be discussed, as appropriate , as an additiona l 
source of information. If the compla int relates to a specific program 
or area, the evaluator should be advised to investigate. 

Complaints and adverse received prior to, en route to, or while on 
site, wi ll be shared with staff coordinators who will take the lead in 
working with team chairs on the investigation strategy. 

Referenced in introduction, narrative and/ or findings - as a 
source of information that triggered add itional review, resulting in 
a finding or the campus providing additional information 

Te.am Chair Training 
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Campus Effectiveness Plan Expectations 

Student Achievement standards review 
Retention 
Placement 
Llcensure (as a student learning outcome) 

Evaluation of the Level of Student Satisfaction - effective July 1, 2016 

Evaluat ion of elements, emphasis on the quali ty of the review of areas in 
need of improvement 

Are goals and activ ities realist ic or fluff / cook ie cutter? 
Is the evaluatio n minimal, especia lly for student achievement? 
CEP revisions are not acceptable onsite as changes requi re more than a •quick f ix" 

Required Program Improvement Plans 
Must be included IN the CEP (not appended to the plan) 
Activit ies must be realis t ic with evidence of imp lementation (this has serious 
implicatio ns for the next CAR period as the campus wi ll be placed on complia nce 
warn ing if below 60% 

Team Chair Tra ining 

Expanded Team Report Narrative 

More descriptions , qualifications of statements , and 
narrative explanation on documents reviewed, 
interviews conducted, and observations of 
operations. 

Higher expectation on the team read-through since 
the devil will be in the details for consistency and 
accuracy. 

Report Editing will require more due diligence. 

Te.am Chair Tra ining 
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Assessment of overall Organizational 
Effectiveness and Efficiency 

Leadership of onsite administrator and effectiveness of management 

(Dys)function of management team - information sharing and 
collaboration; tenure of group (no one has been there for more than 
six months) 

Significant number, or seriousness, of findings 

Collective review of all sources of information - comments, survey, 
complaints, adverse - to determine operational issues 

Team Chair Tra inin g 

SUMMARY 
Team chairs, together with staff coordinators , play a critical role in the 
assessment of institutional quality (strengths and weaknesses). 

Additional due diligence required in the collective review of sources of 
information to inform the evaluation process. 

Team reports must be augmented to reflect the source of information 
used to confirm/verify details of the review (beyond yes/no) . The 
narrative questions are written in order to prompt the evaluator to 
provide more explanation on how and what information they gathered 
and how it helped to determin e thei r judgement. 

The Introduction to the team's report must be completed following the 
conclusion of the visit, during the report editing process. This is so 
the chair can more accurate ly capture the team's concerns, 
observations, and findings during the reading of the entire report. The 
purpose of the introduction is to INTRODUCE the report and its 

--- ~--~ tent s. 

9/21/2016 
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9/21/2016 

EMAIL: owgilliam@acics.org 
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Attendee Repor Enhanced Evaluator Training - Chairs 
Report Generated: 

9/21/16 9:36 AM EDT 
Webinar ID 
679-387 -691 

Actual Start Oat, Duration # Registered # Attended 
9/1/16 12:50 PM 1 hour 27 minutes 37 

Attendee Details 
Attended Interest Rating Last Name 
Yes 99 (b)(6) 

Yes 68 
Yes 89 
Yes 86 

First Name Email Address 

,...._ __ _,~ 

gmail.com 

aol.com 

tcampbell@kap lan.edu 

32 

Yes 96 ~b)(6) @gmail.com 

Yes 95 
Yes 79 
Yes 91 
Yes 89 
Yes 99 
Yes 98 
Yes 86 
Yes 68 
Yes 99 
Yes 73 
Yes 91 
Yes 99 
Yes 88 
Yes 83 
Yes 99 
Yes 75 
Yes 99 
Yes 68 
Yes 87 
Yes 83 
Yes 93 
Yes 61 
Yes 94 
Yes 96 
Yes 98 
Yes 100 
Yes 95 

echternachtl@missouri.edu 

michelle@de ltatech .edu 

~b)(6) !@yahoo .com 

m.ernst@sae .edu 

~b)(6) @gmail.com 

jgordon@spencer ian.edu 

'im.hutton@harrison.edu 
b)(6) comcast.net 

b)(6) ymai l.com 
~b';":)(6~)===,:::~ a~ol.com 

b)(6) yahoo .com 

kpeck@dorsey .edu 



Case Name: In the Matter of Accrediting Council for 
Independent Colleges and Schools 

Docket No.: 16-44-0 

Filing Party: Respondent, Accrediting Council for Independent 
Colleges and Schools 

Exhibit No.: B-0-91 



IRC Member Public vs. Administrative vs. November March 
Member Academic 2017 2018 

(b)(6) Public Admin X 

Public Academic X 

Public Admin X 

Member Admin X 

Wyman Dickey Member Admin X X 

(b)(6) Public Admin X 

Public Academic X 

Kathryn Sellers (Kaplan, Ashford, Member Academic X 

Fortis (ACCSC)) 
Scott DeBoer (Santa Barbara Business, Member Admin X 

Cal. Aeronaut ical) 



JACK R. JONES, ED.D. 

ADMINISTRATIVE EXPERIENCE 

INTERNATIONAL EDUCATION CORPORATION, INC. Irvine, CA 92618 
ACCRE DITATION CONSULTANT for nine UEI campuses pursuing initial ACICS accreditat.ion 
(September 2015 - June 2016) 

SEMI-RETIRED (July 2013 - August 2015) 
Evaluation visits for the Association of Independent Colleges and Schools 
Extensive travel both in and out of the United States 

CORINTHIAN COLLEGES, INC. San1a Ana, CA 92707 
ACCRE DITATION AND LICENSING SPECIALIST for 16 CCI campuses in Canada pursuing 
initial ACICS accreditation 
(October 2011-June 2013) 

SEMI-RETIRED (March 20 11 - September 2011) 
Evaluation visits for the Association of Independent Colleges and Schools 
Extens ive travel both in and out of the United States 

CORINTHIAN COLLEGES, INC. 
DIRECTOR OF ACCREDITATION AND LICENSING 
(October 2005-Februa ry 20 l l) 

FLORIDA METROPOLITAN UNIVERSITY (FMU) 
CAMPUS PRESIDENT 
(October 1999 - October 2004) 

FLORIDA METROPOLITAN UNIVERSITY (FMU) 
CAMPUS PRESIDENT 
(July 1997 - October 1999) 

NEW ENGLAND INSTITUTE OF TECHNOLOGY 
FLORIDA CULINARY INSTITUTE 

PROVOST /SENIOR ACADEMIC OFFICER 
(August 1995- July 1997) 

KATHARINE GIBBS SCHOOL 
PRESIDENT 
(December 1994 - July 1995) 

STRAYE R COLLEGE 
DEAN , INSTITUTIONAL PLANNING 
(July 1993 - December 1994) 

DEAN, GRADUATE SCHOOL OF BUSINESS 
(Apri l 1991 - January 1994) 

BERKELEY COLLEGE OF BUSINESS 
PRESIDENT (1982 - 1991) 

Santa Ana, CA 92707 

Clearwater, FL 33759 

Ft. Lauderdale, FL 33304 

West Palm Beach, FL 33407 

Boston, MA 02116 

Washington, DC 20005 

West Paterson, NJ 07424 



JACK R. JONES, ED.D. 

TAYLOR BUSINESS INSTIT UTE Bridgewater, NJ 08807 
COORDINATOR/VIC E PRESIDENT OF ACADEMIC AFFAIRS 
( 1978-1982) 

BLOOMFIELD COLLEGE Bridgewate r, NJ 08807 
PROGRAM DIRECTOR 
(1977 - 1978) 

STATE DEPARTMENT OF EDUCATION 
DIVISION OF VOCATIONAL EDUCATION Trenton, NJ 08652 

VETERANS EDUCATION AND TRAINING SUPERVISOR 
(1972 - 1977) 

JERSEY CITY STATE COLLEGE Jersey City, NJ 07305 
PROGRAM SUPERVISOR , OCCUPATIONAL EDUCATION 
(1971 - 1972) 

TEACHING EXPERIENCE 

CORINTHIAN COLLEGES/FMU (Online) 
Adjunct Undergraduate Business Admin istration 
(2004 - 2006) 

STRAYER COLLEGE 
Adjunct Undergraduat e and Graduate Business Administration 
(1991 - 1994) 

BERKELEY COLLEGE OF BUSINESS 
Adjunct Undergraduate Business Administrat ion 
(1990 - 1991) 

LINDEN HIGH SCHOOL 
Business Teacher 
(1967 to 1971) 

EDUCATION 

SETON HALL UNIVERSITY 
Ed.D. Higher Education Administration, J 986 

TEMPLE UNIVERSITY 
C.A.G .S., Business Education, 1980 

SETON HALL UNIVERSITY 
M.A. , Educat ional Administration, 1970 

MONTCLAIR STATE COLLEGE 
B.A. , Business Education, 1967 

Linden, NJ 07065 

South Orange, NJ 

Philadelphia, PA 

South Orange, NJ 

Upper Montcla ir, NJ 



WYMA N DICK EY 

BACKGROUND SUMMAR Y 

An exceptional manager with a proven track record for consistent ly achieving success in multiple arenas. Experience 
encompasses team-building , marketing, teaching , business, and management within the field of education. Excellent 
written and verbal communicat ion skills complimented with extensive reports submittal and public speaking experience. 
A compassionate individual with high standards , qualified in personnel development, advising, project management, 
training , analysis, lecturing , employee supervision, and evaluation . . . Recognized as intelligent , energetic , enthusiastic, 
and hard working. 

SKILLS SUMMARY 

• Analyzing • Evaluating • P & L Oversight 
• Commu nications • Implementing • Teachingffraining 
• Team-Building • Management • Writing 

SELECTED ACCOMPLISHMENTS 

• Established a startup campus from construction through initial accreditation. Responsibilities included hiring and 
training of faculty & staff in all departments , compliance oversight, policy & procedure implementation, and 
budget creation. Results: Completed construction and started classes in five new diploma and associat e degree 
programs including attaining Florida Board of Nursing Approva l for a Practical Nursi ng program. Included a 
successful initial accreditation visit highlighted with a reported 100% student satisfaction rating. 

• Managed the successful transition of a campus following a change of ownership in mid-2003 through personnel 
review and team-building , technology improvements, policy and procedure changes , P & L oversight , compliance 
submittals, and improved service to the student. Results: Following the change of ownership, achieved start, re­
enter , retention , cash collection, bad debt, and placement goals for the 4•h Quarter of 2003. Achieved start, re-enter, 
cash collection , placement, and EBIT A goals for the l " Quarter of 2004. Included during this time frame was the 
modification of an existing program, addition of a new program , and opening of a 12,000 square foot facility 
expansion. 

• Established 10,000 square foot Medical Facility expansion. Responsibi lities included design, construction 
oversight, hiring, compliance review, program training, furniture and equipment purchasing and other phases in the 
setup of an educational facility. Results : Expanded the institution's program offerings to include three health­
related programs and additional bachelor's degree classes at the new facility. This allowed for an increased student 
population growth of over 50%. Began classes on schedule and under budget in October 2002. 

• Analyzed weekly , monthly, and quarterly retention reports to gauge changes in student population and identify 
which teachers were most effective in the classroom for post-secondary proprietary institution of learning . Results : 
Increased overall revenue thereby assisting institution in becoming the most profitable school in the company. 

• Advised students on an as needed basis in one-on-one or group sessions for personal or professional growth relating 
to a variety of situations. Results: Institution received the highest student satisfaction rating in the company for 
the l 998 fiscal year. 

• Evaluated the preparedness, effectiveness, development, and performance of staff members through daily 
observations, formal written assessments, and continuous feedback. Results: Dramatically reduced the faculty 
turnover rate by establishing a reliable and competent staff. 

• Planned the successful completion of multiple accreditation visits and reports through the establishment of a proper 
time schedule , delegation of tasks, acquisition of information, training of staff, and submittal of final reports. 
Results: Received Four-year initial grant of accreditation from ACICS while maintain ing appropriate standards for 
contin uing accred itation from ABHES. Received Six-year renewal grant of accreditation from AB HES and Five­
year renewal grant of accred itation from ACCSCT. 

• Implemented new record keeping system for student files by simplifying the process and establishing a series of 
review points to ensure the accuracy of information. Results: Decreased turnaround time for financial aid 
materials to fewer than 24 hours thereby significantly reducing the percentage of bad debt. 
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EXPERIENCE 

FORTIS COLLEGE, Orange Park, FL 2007-Present 
CENTRAL FLORIDA COLLEGE, St. Petersburg & Largo , FL 2006-2007 
Campus President Responsible for the operation of these campuses including a campus relocation & construction, 
facility expansio n, new program additions, change of ownership, and initial programmatic accreditation approval. 

KEISER CAREER COLLEGE, St. Petersb urg, FL 2005-2006 
Vice President Responsible for the startup of the St. Petersburg Campus including but not limited to: Construction 
completion, P&L oversight, budget, implementation of five diploma and associate degree programs, hiring of entire 
staff & faculty, expense control, direct oversight of admissions, educat ion, bursar, and student services departments, and 
maintaining a high level of student satisfac tion. 

SANFORD-BROWN INSTITUTE, Jacksonville, FL 2003-2005 
President Responsible for the entire operation of the Jacksonville Campus including but not limited to: P& L 
oversight, budget preparation, strategy development, expense control, population and revenue growth, retention 
analysis, expansion of facilities and new programs, employee turnover efforts , maintenance of compliance 
require ments, leadership of faculty and staff in achieving established goals, and maintaining a high level of student 
satisfaction. 

EDUCATION AMERICA JACKSONVILLE CAMPUS, Jacksonville , FL 2000-2003 
Director of Student Services/Medical Facility Director Perform multiple admin istrative functions dealing with 
admissions, education, records management, accreditation , public relations, and student services progressing to the 
design and establishment of a medical training facility. Directed Posted top five placement statistics within the 
company while serving as Director of Student Services. 

ULTRASOUND DIAGNOSTIC SCHOOL, Jacksonville, FL 1998-1999 
Director of Education. Managed the Department of Education at a post-secondary institution with 
320 students and over 20 faculty and staff members. Assignments included: fiscal budget preparation, 
quarterly budget analysis and management, the deve lopment of instructors, in-service training sess ions, 
maintenance of accred itation standards, performance evaluations of department members, graduation 
proceed ings, leading faculty and student orientat ion, integrat ion of new programs, handl ing of student 
complaints, scheduling of classes , review of academ ic file and records, and maintaining a high student 
satisfaction at the institution. 

UNIVERSITY OF FLORIDA, Ga inesville, FL 
Department of Health Science Education 

Graduate Instructor Tau ght "HSC 2100-Persona l and Family Health." Developed and 
presented educat ional lessons on a variety of health topics. 
Graduate Research Assistant Analyzed School Improvement Plans for the State of Florida 

1997-1998 

1997 

MATTHEWS ORTHOPAEDIC CLINIC , Orlando, FL 1996 
Marketing and Public Relations Internship . Designed and placed printed marketing ads, maintained 
company web-site and public relations. 

EDUCATION 
University of Florida, Gainesville, FL 
Master of Health Science Education. 
University of Central Florida , Orlando, FL 
Bachelor of Science in Health Services Administration. Magna cum Laude 

SPECIAL SKILLS 
• Accreditation Project Submittal s 
• Creation and design of school self-evaluations for the purpose of attaining or renewing institutional 

accreditation with the Accrediting Council for Independent Colleges and Schools (ACICS), the Accrediting Bureau 
of Health Education Schools (ABHES), and the Accrediting Commission for Career Schoo ls and Colleges of 
Techno logy (ACCSCT). 



EDUCATION 
• M.L.S. 
• M.Ed. 
• B.A. 

EXPERIENCE 

2005 - Present 
Part-time 

Pamela K. Bennett , M.Ed ., M.L.S. 

Library Science 
Business Education 
Business Education 

Bennett Consulting Inc. , Coppell , TX 
Accred itation and Library Specialist 

Texas Woma n's University, Denton, TX 
University of North Texas, Denton, TX 
Marygrove College, Detroit , MI 

• Review the administra tion, business programs , and/or library services of private post -secondary 
institutions in preparation for the onsite visits of national accred iting agencies 

• Consul t with career schools regarding library requiremen ts in order to meet accreditation 
standards 

• Evaluate ca mpus l ibrary holdings, serv ices, policies, and procedu res 
• Recommend applicab le guide lines to ensure bas ic library serv ices for students and faculty 
• Identify appropriate library collection materials to support mission and programs of instruction 
• Develop bibl iographies for program offerings 
• Recommend suitable library computer hardware, software, and furnishings 
• Nego tiate with vendors to prov ide prin t, digital, database, and e-book services to the campus 
• Conduct live and web-based training of local campus personnel in essential library serv ices 
• Provide "Librarian of Record" services for the ca mpus 
• Prov ide "As k a Librari an" web-based reference services for campus students and faculty 
• Part icipate in ongoing librarian and accred itation profess ional developme nt activities 

2005 -Present 
Part-time 

Accrediting Council for Independ ent Colleges and School s, (ACICS) 
Washin gton, DC 

• Serve on Intermed iate Review Committee (IRC) to analyze team reports and institutional 
documents and recomme nd initiation , continuation , or den ial of accreditation to the Council 

• Responsib le for critical assess ment of school administration, business and court reporting 
programs of study, and libraries of private colleges throughout the U.S., Puerto Rico, and Europe 
while participating in onsite team visits 

• Interface with school manage ment, faculty, and studen ts as a peer evaluator and team leader with 
repor t writing responsibilities 



2006-Present 
Part -time 

Carrollton Public Libraries, Carrollton, TX 
Contract Librarian II 

• Answer adult and youth reference questions using print and electronic resources 
• Contribute to collection development and cataloging efforts 
• Co-chair reading club 
• Assist with desk rotation schedules 

4/28/2008 - 12/31/20 15 Dallas Nursing Institute, Dallas, TX 
Director of Library Service s and Campus Compliance 

Library Director 
• Maintain and support the institution' s academic library and website 
• Collaborate with instructor s, program directors, the director of education, and advisory boards to 

identify program -related library materials 
• Select, acquire, catalog , process, and circulate librar y holdings 
• Continually assess library materials for currency and relevance to mission and program curricula 
• Develop appropr iate bibliographies for instructional progra m offerings 
• Assist studen ts and faculty with reference/researc h ques tions 
• Design, deve lop, coordinate , and deliver live and web -based training courses and materials 
• Conduct literacy training of students and instructors 
• Prepare and execute annua l budget 
• Develop and maintain relationships with vendors, publishers , and e-product specialis ts 
• Maintain library regulatory compl iance 
• Supervise library personnel and work with other departmen t heads 
• Par ticipate in Assoc iate Degree of Nursing (ADN) selec tion committee activities 
• Maintain professional membership in the Texas Library Associa tion (TLA ) and the American 

Library Assoc iation (ALA) 
• Participate in ongoing professiona l development activities 

Campus Compliance Dire ctor 

• Monitor standards mandated by accred iting/approval agencies (ABHES , BON , TWC , THE CB) 

• Work with camp us Educat ion, Adm issions, Career Services, and Financ ial Aid departmen ts to 
ensure regulatory comp liance 

• Assist manageme nt providing advice and recommendations on comp liance-related matters 
• Comp lete required accreditat ion and regulatory annual reports, SERs, and responses 
• Work with corporate officers to prov ide leadersh ip on campus compliance initiatives and the 

prepara tion of accrediting/approval agencies ' annua l reports 
• Assemb le required appropriate documents for onsite compliance visits (AB HES, BON , TWC ) 
• Participate in peer-review ons ite visits at ABHES and ACJCS schools as reque sted 
• Ass ist with resolutio n of enrolled , graduate , and prospective student inquiries and complaints 

2005-2007 Accrediting Council for Cont inuing Education and Training 
(ACCET) Washington , DC 

• Responsib le for cr itical assessme nt of admini stration of private U.S. colleges and schools 
• Assembled and led teams of peer evaluators , preparing ons ite visit reports for Counc il 

Pamela K. Bennett, M.Ed., M.L.S. Page2 



1987-20 06 Court Reporting Institute of Dallas & Court Reporting Institute of Houston 
Court Reporting Institute of Dallas, Dallas TX 
Academi c Dean, 1994-2006; Regi strar, 1990-1993; Instructor, 1987-2006 

• Responsible for hiring, supervis ion, eva luation, and professio nal developme nt of 40 fac ulty, the 
assis tant academ ic dean, the student services directors, the reg istrars, and the librarians 

• Superv ised onground and distance education faculty - theory, technology, and general educat ion 
• Curriculum developmen t and implemen tation, including distance education co urses 
• Online court repor ting program deve lopment incl uding syllabi and lesson plans 
• Counsel ing, advisement and degree planning of 1100 students at two campuses 
• Student retention, grad uate placeme nt including coordination of employer advisory boar ds 
• Maintained college publ ications 
• Interfaced with other departments (Admi ss ions, Financial Aid, Student Services, Library) 
• Main tained reg ulatory compliance (TWC , VA , THECB , NCRA , ACICS) 
• Advised campus directors 
• Taught on- line and on-gro und court reporting classes includin g keyboardin g and speed and 

accuracy development 

1980-1986 Dallas County Community Colleges, Dallas, TX 
Adjunct Faculty 

• Taugh t credit and continui ng educa tion courses in shorthan d , typing, office proce dures, word 
process ing, and data process ing 

• Deve loped and exec uted corporate training prog rams for Professional Institute 

1975-1976 Taylor Public Schools , Taylor , MI 

• Taught even ing ad ult education students typin g and shorthand 

1974 Detroit Business Institute , Detroit , MI 

• Taught postseco ndary students typing, shorthand , and acco unting 

PRESENTATIONS, PUBLICATIONS 

2016 

2015 

2011- 2015 

2005 

"Customer Service for Our Students", Dallas Nursing Institute In-service , January 2016 

"Value Added Clinical Experiences ", ABHES Conference, Las Vegas, NY, February 2015 

Web-based and live faculty development and library training presentat ions 

2003 

1989 

"Classroom Issues", NCRA Teachers' Workshop, Washington , DC, October 15, 2005 
"Dictation Practices", NCRA Teachers' Workshop, Washington , DC, October 16, 2005 

"CRID + DISD = CART", Journal of Court Reporting, NCRA, March 2003 

Typing for Court Reporters, final rev . 2005 

Pamela K. Bennett, M.Ed., M.L.S. Page3 



CERTIFICATIONS, APPOINTMENTS, AND LICENSES HELD 

2013 - present 

2010 - present 
2005 - present 

2013 - 2015 
2012 - 2015 
2010 - 2015 
2008 - 2015 
2006 
2003 - 2005 
2002 - 2005 
1999 - 2007 

1998 
1998 - '03 & 2007 
1995 - 20IO 
1992 - 2010 
1980 
1971 

Distance Education Program Evaluator, Accrediting Bureau of Health Education School s 
(ABHES) 
Program Evaluator/T eam Lead, Accrediting Burea u of Health Education School s 
Program Evaluator/Team Chair/lRC Member , Accreditin g Council for Independent Colleges 
& Schools (ACICS) 
Senior Leadership Council Member , Dallas Nursing Institute 
ADN Student Selection Committee Member, Dallas Nursing Institute 
Curr iculum Committee Member, Dalla s Nursing Institute 
School Director Designee, Texas Workforce Commi ssion 
Library Task Force Member, Texas Higher Education Coordinating Board (THECB) 
Advisory Board Member, Coppell Public Librar y 
Program Evaluator , Texas Higher Education Coordinat ing Boa.rd (THECB ) 
Program Evaluato r/Accreditation Coordinator, Accrediting Council Continuing Education 
Training (ACCET) 
Program Evaluator , State of New York Department of Education (NYDE) 
National Court Reporters Association, CASE Advisory Board on Student Education 
National Court Reporters Assoc iation, (NCRA) Certified Court Reporting Instructor 
National Court Reporters Association, Certified Program Evaluator 
Texas Education Agency Approved - Office Skills 
Michigan Provisional Teaching Certificate 

PROFESSIONAL ASSOCIATIONS 

2002 - present 

201 1-2013 

1990 - 2010 
1972 

American Library Assoc iation (ALA) 
Texas Library Association (TLA) 

Florida Library Assoc iation (FLA) 
Oklahoma Library Association (OLA) 
New Mexico Library Association (NMLA) 
Arizona Library Association (AzLA) 

National Court Reporters Association (NCRA) 
National Business Education Association (NBEA) 

PROFESSIONAL DEVELOPMENT 

2017 

2016 

2015 

2014 

ACICS Intermediate Review Committee , Washington, DC - March 
ACRL Choice Webinar : Designing Academic Libraries for Modern Human Behavior 
Library journal Webinar: Open Access - Advoc ating for Change 

ACICS Intermediate Review Committee , Washington, DC - March, June 
ABHES Distance Education Evaluator Webinar 
Carrollton Public Library Staff Development 

ABHES Advanced Evaluator Webinars - Team Lead, Distance Education 
AB HES Accreditation Workshop, Las Vegas, NV 
ABHES Annua l Conference, Las Vegas, NV 

Texas Library Association Annual Conference, San Antonio, TX 
ABHES Annua l Conference, Nashville, TN 
ACICS Chairp erson Traini ng, Baltimore, Maryland 

Pamela K. Bennett, M.Ed., M.L.S. Page4 



Presentation of Qualificati ons 

BILLY S. FERRELL, Ed.D. 

OBJECTIVE 

To secure a position in the field of Educational Administration, which will fully utilize my 
experience, trainin g, leader ship skills and problem- solving capabilities. 

CAREER CAPSULE 



Experience: 

23 years in Mana gement/ Admini strativ e positions 
28 years in Teaching/fraining 
22 years in Curriculum Development 

With Proven Abilities in: 

* 

* 

* 

* 

Motiv ating and leading other s to achieve goals. 

Interviewing , hiring, and training techniques . 

Communicating ideas and concepts. 

Fluency in Spanish. 

Professional Strengths: 

Responsible for leading college's academ ic program to award- winning retentio n/completi on 
percentages for over 20 years. 

Noted conference speake r on instructional methodologies and student retention. 

Confid ent, energetic, and dependable hard-worker. 

Stron g communicator with excellent group presentation skill s. 

Education: 

ARGOSY UNNERSITY - DALLAS CAMPUS 

Ed.D. in Educationa l Leadership, 2012 

* 

* 
Cumulative GPA of 4.0 
Dissertation title: The Effects of Pedagogical Training on Career College Instructors, 
Commi ttee Chairperson: Dr. Ann-Ma rie Tramm ell 

ORAL ROBERTS UNIVERS ITY 

M.A. in Education , 1984 
B.A. in Spanish, 1981 

* 
* 
* 

* 

Honor s Gradu ate for both B.A. & M .A. 
Who 's Who in American Univer sities, 1981 & 1984 
The Nation al Register of Outstanding College Grads, 1981 
Jayc ee's "Outstanding Young Men of America," 1985 

EMPLOYMENT HISTORY 



2016-present 

1994 - 2015 

CITYSCAPE SCHOOLS, INC. 
Assistant Superintendent 

* 

* 

* 

* 

* 
* 

* 

* 

Serve as a contributing member of the award-winning charter school 
district's leader ship team and collaborat e with the different functional 
units (Curriculum and Instruction; Human Resources; Early 
Childhood Education; Information Technolo gy; Academic Support 
Programs; and Community Services). 
Monitor, coordinate, and supervi se all school operations, including 
but not limited to: facility issues, school climate , data analysis, 
professional development, leader ship trainin g, community 
partnerships, personnel decisions, and school safety . 
Provide leadership in promotin g the educational objectives and values 
of collaborative planning, effective instruction practices, and 
responsive programs and services. 
Wholly responsible to write applications for candidacy of 
Internat ional Baccal aurea te Organiza tion, including Feasibi lity Study; 
named as program coordinator for both Primary and Middle Years 
Programme s. 
Member of Campus Improvement Plan committee. 
Wholly responsible to lead the district's recruitment and hiring 
processes for bilingual and ESL instructor s from Puerto Rico. Created 
and developed active partner ship with the Universidad 
/nteramericana in Arecibo, Puerto Rico , to interview graduate s from 
the College of Education, as well as current graduate student s in May, 
2016 and the Universidad de Puerto Rico in February , 2017. 
Attended ECERS-3 trainin g program in Chapel Hill, NC for district­
wide implementation. 
Awarded Outstanding Contribution Award in December, 2016 after 
eight months of employment. 

REMINGTON COLLEGE - DALLAS CAMPUS and 
REMINGTON COLLEGE - FORT WORTH CAMPUS 
Academic Dean 

* 

* 

* 
* 

Responsible for providing leader ship in all aspects of academics for 
private, non-profit college campuses of 1800+ student s, which 
included one bachelor's degree program, six associate's degree 
programs, and nine diploma programs. 
Primary responsibilities included writing and developing curriculum; 
scheduling courses and faculty; budgeting; intervi ewing, hiring and 
training faculty; and the evaluation of faculty through formal 
classroom observations. 
Managed an education department of 100+ employees. 
Wholly responsible to lead the college's accreditation processes, 
which led to two College of Distinction awards, the first from the 
Accrediting Council for Independent Colleges and Schools (ACICS) 



1993-1994 

1988-199 3 

in 2006 , and the second from the Accrediting Commission of Career 
Schools and Colleges (ACCSC) in 2013. 

* Serve as a team chair/eva luator for both ACICS and ACCSC on-s ite 
evaluation visits. Have completed over 100 accreditation visits since 
1998. 

* 

* 

* 

* 

* 

* 

* 

* 

* 

Was the second caree r college employee in the state of Texas to serve 
on a state accred iting team for a regionally-accredited , publicl y­
funded academic institution (the Houston Community College 
District) in 2001. 
Recognized in 11th edition of Who's Who Among American Teachers 
& Educators, 2006-2007. 
Wrote college's Institutional Effecti veness Plan which was 
instrumental in success ful visits by ACICS , ACCSC, and the Texas 
Higher Education Coordinatin g Board. 
Individua lly wrote curriculum for business law, business 
management, speech communication , and career development courses 
for college's degree and diplom a program s. 
Receive d both Rising Star and Aw ard of Excellence awards from 
corpora te office. 
Developed and implemented student retention plan that ra ised overa ll 
campu s retent ion by 35% in first year. 
Deve loped workshop on pedagogical techniques and instructional 
design specifically designed for career college instructors. 
Presented numero us workshops and seminars on teacher training, 
instit utional effec tiveness, and improving student retention. 
Created training program s for campus personnel on EEOC , ADA , and 
Sexual Harassme nt guidelines. 

AMER ICAN FASTSIGNS 
Director of Bilin gual Training 

* 

* 

* 
* 

Designed and developed 3-week training program for internatio nal 
franchisees with courses in 
- sales/marketing - comput er systems 
- telemarketing - outside sales 
- operation s manageme nt - company policies 
Managed and coordinated first bilingua l train ing program in 
company's history. 
Traveled to Latin America as company repre sentative. 
Created and designed marketing tools for Hispanic franchisees. 

PLANO INDEPENDENT SCHOOL DISTRICT 
Spani sh Instructor 

* Taught Spani sh I and Spanish II courses 



* 

* 
* 

* 
* 

Consistently earned perfect scores in Texas State Teacher 's 
Association's formal classroom observations, 1990-1993 
Named Teacher of the Year, 1990 
Passed the ExCET examinations in Secondary Education and Spanish 
Possess lifelong Texas Teacher Certificate for Secondary Spanish 
Taught English as a Second Language courses for the Richard son 
Independent School District ( 1988-1989) 

PROFESSIONAL SERVICE 

2014-2016 * Member of the Degree Review Committ ee for the Accrediting 
Commission of Career Schools and Colleges; Arlington, VA. 

2013-present * Member of the Interm ediate Review Committee for the Accrediting 
Council of Independent Colleges and Schools; Washing ton D.C. 

2012-2016 * School Board Member of open-enrollment, publ ic charter school , 
East Grand Preparatory ; Dalla s, TX. 

* 

* 

* 

* 

* 

PROFESSIONAL ASSOCIATIONS 

Accrediting Council for Independent Colleges and Schools - team chair/evaluator 

Accrediting Commission of Career Schools and Colleges - team leader 

Texas Higher Education Coordinating Board - evaluator 

Texas Charter School Association - member 

Texas Association for the Education of Young Children - member 



ANDREA M. OLSON, PH.D. 

EXECUTIVE DIRECTOR: ACADEMIC RESEARCH/PROGRAM DEVELOPMENT 

• Developer and leader of conventional and virtual teams of diverse academic and industry 
members-interns to senior colleagues 

• Demonstrated success in researching, developing, and managing programs and resources 
that meet (and exceed) academic, education, and tra ining objectives 

• Ability to advance institutional effectiveness by establishing outcome-based accountability 
while fostering individual growth and team productivity 

• Deep understanding of higher education frameworks, business acumen, and society's goals 
• Proven effectiveness within campus, virtual, and distributed workplaces-extensive travel 

experience, and established local, national and global networks 

International Cooperatives 
Academic Research 
Assessment / Evaluation 

AREAS OF EXPERTISE 

Analysis / Knowledge Management 
Proposal Writing/ Implementation 
Curriculum Development/ Design 

SELECTED ACHIEVEMENTS 

Virtual Work Groups 
Entrepreneurs hip 

Management Partnerships 

Administer master's degree and doctoral programs at the campus level, including oversight 
of deans, academic operations, and on-site and on line delivery (October 2012-present). 

Developed alliances including global outreach cooperatives with multiple US and non-US 
universities to integrate graduate-level management curricula within a range of programs 
(2009-present). 

Increased non-US student base by developing an international recruiting process while 
reducing marketing costs by 33% (2009-2010). 

Developed curricular practical training focus to initiate non-US student enrollments in 
graduate programs (2007-2008). 

Maximized instruct ional effectiveness while reducing instructional costs 33% by creating 
and implementing a faculty-team strategy (2006-07). 

Designed and introduced a program sequence that produced 1 M of new revenue within its 
first year of implementation (2005-06). 

Increased client base 300%+ by developing web-based marketing while reducing printing , 
addressing, and mailing costs 67% over a six-year period (1997 to 2003). 

Directed the creation of web-based, active-learning materials produced by a virtual work 
group and purchased by a commercial publisher (2001 - 2003). 

Developed and implemented a strategic growth plan for a college center that expanded its 
services to include three new targeted audiences while decreasing staff costs 42%. 

Created, marketed, and managed new outreach programs that increased membership 
100%+ , increasing project revenues 1 00K over a six-year period. 

Managed a virtual work group to produce 1 0 commercially-published instructor texts. 

Co-developed and lead a reform initiative that was granted 1.5M of external funding; its 
content and approaches were institutionali zed within four years. 

Established / operated a technical instructor certification program. 

Founded and managed a closely-held corporation from zero resource to SOOK+ annually. 

1 



5YNERGETIC EXPERIENCES 

Director of Research and Development, Globe Education Network (GEN) institutions, and 
Administrator , Graduate Studies , Globe University / Minnesota School of Business / 
Broadview University (September 2003 - present) 
Academic research and development director and graduate studies administrator for all of the Globe Educat ion 
Network institut ions, including Globe University, Minnesota School of Business, Broadview University, Inst itute 
of Production and Recording, Minnesota School of Cosmetology, and Benchmark Learning. I collaborate with the 
discipline-specific program directors/fac ulty, industry experts, and GEN staff. Responsibilities include: 
researching and developing program curricula; updating alignment of curricula with accreditat ion criteria; 
educat ing and consult ing with internal and external associates; developing and supporting online delivery; and 
developing local, nat ional, and internat ional academic init iat ives. Achievements include: research and 
implementation of masters' degree programs; research and development of doctoral programs; development of 
programs to be offered exclusively online; design and implementation of new formats for technical programs 
that produced 1 M of new revenue in nine months; development of online lecture series for masters' courses; 
design and implementation of a faculty-team approach that maximized effectiveness and decreased instructional 
costs by 33%; development of global outreach init iatives, and annual GEN academic conference. 

Associate Director , Institute of Technology Center for Educational Programs (ITCEP) , 
University of Minnesota (1993 - 2004) 
Until my retirement in September 2004, I was the director of the Center's pre K-20 program development in 
mathematics and its related science and engineering applicat ions. Under my direction, ITCEP grew from serving 
500-550 clients annually in 1994, to offering multi-faceted programs that serve 1,500+ clients annually. My 
collaborat ion with local, national, and internat ional policy groups led to the development of 
intervention/outreach programs (pre-collegiate to graduate studies) supported by private and public init iatives. 
Led Delta-M (Distance Education: Learning and Teaching Alternatives for Mathemat ics) State Colleges and 
Universities (MnSCU)/U of MN team, and managed the Center's 3M dollar annual budget. Responsibilities 
ranged from recruitment and development of the Center's 150+ staff to public relations to curricula/materials 
development to research, grant writing and scholarship contributions. 

Co-Leader , Virtual Group Materials Development Team (1997 - 2003) 
As an education specialist at the University of MN, I managed the faculty, software programmers, commercial 
editors, and quality assurance staff on the development, design, production, and assessment of print-copy, CD 
ROM, and web-based inst ructor and student materials for commercial publication, which were the f irst 
interact ive elect ronic supplementary materials for a top selling calculus textbook. 

Director, Globe College of Business (1991 - 1995) 
Evening school manager, which included the recruiting, hiring, and training of instructors from licensed 
technicians to masters-prepared faculty for the college's diploma and associate's of applied science degree 
programs. Responsibilities included curriculum/materials development , analyzing st udent and faculty data per 
state/federal standards-financial-aid reports and academic criteria-and inst ructor cert ification through self­
studies and on-site audits. My st rategies helped to increase enrollment from 40 students per quarter in 1991 to 
120+ students per quarter by 1993. 

Technical Instructor Training Program (1983 - 2000) 
Created and implemented a state-certified inst ructor-tra ining program for the MN Department of Commerce, 
which granted licensing and continuing education units (CEUs) for technical college teachers. I designed the 
training curricula; top ics ranged from the philosophy of technical education to alternative pedagogy, plus 
cosmetology and barbering indust ry-specific topics, courses met technical instructor MN license and license 
renewal requirements. Created print -copy and elect ronic courseware and t rained co-inst ructors. 

Corporate Officer , Metro Services, Inc. (1981 - 1997) 
Chief Financial Officer of Metro Services, Inc., a closely held MN corporation, which I co-founded and was a 
principle administ rator; Metro was a diverse company that provided const ruction services within the state. 

Cosmetology and Barbering Trainer / Consultant (1964 - present) 
Experiences include work wit h MN, IA, and WI cosmetology and barbering schools, product and service 
knowledge education, curriculum development , accreditat ion processes consultat ion (ACICS, ACCSC & 
NACCAS); and development of courseware; licensed cosmetologist , nail technician, esthet ician manager / 
inst ructor, 1964 - 1990. 
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PROFESSIONAL SERVICE 

Global Cooperatives (2009 - present) 
Member of committees that promote awareness of the global impact on education and the workforce; 
cooperat ives include the Children Heritage Foundation (tCHF) of Haiti; Vision Slovakia; India Chamber of 
Commerce; Middle East Outreach , and Tanzania Outreach. 

Editorial Review Board (2009 - present) 
Peer reviewer for the Journal of Interdisciplin ary Philology, Faculty of Science, University of Zilina, Slovakia, 
review annual submissions for publication . 

Graduate Student Committee Member/ Academic Mentor (2007 - present) 
Academic mentor and graduate committee member for masters and doctoral students at multiple institutions 
within a range of education disciplines including education technology , and program and faculty development. 

Accrediting Council for Independent Colleges and Schools (ACICS) (2004- present) 
Institution , educational activities, programmatic evaluator, and site visit team chair for initia l inclusion, program 
approval, and accreditation site visits . Co-developed distance education materials and presented workshops for 
member institut ions. Serve as a member of the Internal Review Committee ( IRC), review site v isit reports and 
make recommendat ions to th e ACICS council members. 

HIGHER EDUCATION 

Ph.D., Education Policy and Administration, University of Minnesota (1996) 
Degree focus: Policies that impact program administra t ion and professional development. 

M.Ed., Adult Education, University of Minnesota (1992) 
Degree focus: Educat ion and t raining using technolog ies, emphasis on employee/employer training. 

Bachelor of Arts, Metropolitan State University (1985) 
Degree focus: Business administration and fiscal management , emphasis in communications. 

SCHOLARSHIP 

Olson A., (2016) . "Beyond the Discussion Forum," AC/CS Annual Conference, May 2016. 

Olson A., (2015) . "Building an Internationa l Student Population Workshop ," AC/CS Annual Conference, May 
2015. 

Olson A., (2011 ) . "Building Global Communities through Education," Globe Education Network Conference 
Proceedings, November 2011 . 

Olson A., (2010) . "Building Global Communities through Education," Globe Education Network Conference 
Proceedings, November 2010 . 

Olson A., (2009) . "Building Global Communities through Education," Globe Education Network Conference 
Proceedings, November 2009 . 

Olson A., (2008) . "Games (MBA) Students Play," Ski//Soft Education Focus: Perspectives MAY 2008 . 

Olson A., Adams L., (2006). "Moving Beyond ROI : Measuring Team Performance and Two-Sided Accountabi lity," 
SkillSoft Profiles in Learning: Perspectives MAY 2006. 

Keynes H., Olson A. (2004). "Mathemat ics Within: K-16 Connections," School Science and Mathematics 
Association Proceedings: 2003 Annual Conference. SSMA. 

Keynes H., Olson A., (2004) . "The Making of the Tools for Enriching Calculus (TEC) CD-ROM: The Design of 
Silent Tutor Homework Hints-A Technological Teaching Assistant," /CTCM Proceedings: 1!Jh Annual 
International Conference on Technology in Collegiate Mathematics. Pearson Education, Inc. 

Olson A. (2003). "Mathematics Within: K-20 Connections," Partners for Success Conference Proceedings: 
November 2003. Target Corporation. 
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Keynes H., Olson A., (2003). "The Making of the Tools fo r Enriching Calculus (TEC) CD-ROM: Design Issues in 
Using Elect ronic Media to Improve Learning," ICTCM Proceedings: 14th Annual International Conference on 
Technology in Collegiate Mathematics. Pearson Educat ion, Inc. 

Keynes H., Olson A. (2001 ). "The Making of the Tools for Enriching Calculus (TEC) CD-ROM: Pedagogical and 
Mat hematical Issues in Using Technology, " Quaestiones Mathematicae: Journal of the South African 
Mathematical Society, sup. no. 1: 169-176. 

Keynes H., Olson A. (2001) . "Professional Development for Changing Undergraduate Mathematics Instruct ion," 
The Teaching and Learning of Mathematics at University Level: An ICM/ Study, ed. D. Holton, Kluwer 
Academic/Plenum Publishers. 

Keynes H., Olson A., Singer K., Bibelnieks T. (2001). "What can be done to Increase Enrollments of Talented 
Female Students: A Study of the Impact of Middle School Intervention Programs," Changing the faces of 
Mathematics : Perspectives on Gender, NCTM. 

Keynes H., Olson A., O'Loughlin D., Shaw D. (2000). "Redesigning the Calculus Sequence at a Research 
University: Issues, Implementation, and Objectives-A Three-Year Report ," Calculus Renewal, Kluwer 
Academic/Plenum Publishers. 

Keynes H., Olson A. (2000). "Redesigning the Calculus Sequence at a Research University: Issues, 
Implementation , and Objectives- An international Report, ICMI Study Volume," International Journal of 
Mathematical Education in Science and Technology, vol. 31, no. 1. 

Keynes H., Olson A., Shaw, D., Wicklin F. (1999). "Redesigning the Calculus Sequence at a Research University: 
Issues, Implementat ion, and Object ives," Contemporary Issues in Mathematics Education, Cambridge University 
Press. 

Keynes H., Olson A. (December 1998) . "Redesigning the Calculus Sequence at a Research University: Issues, 
Implementat ion, and Obj ect ives," Proceedings of the International Commission on Mathematics Instruction 
(ICM/), Singapore. 

Keynes H., Olson A., Shaw D., Singer K. (1998). "Building Programs for Promising Students Beyond the 
Classroom," NCTM 

Keynes H., Olson A., Singer K. (1997) "Developing Mathematics Enrichment Workshops for Middle School 
Students: Philosophy and Sample Workshops," Journal of Mathematics and Science: Collaborative Explorations 
1, no. 1 : 63-82. 

Olson A. (Oct. 1996). "The Influence of Job Satisfaction on Part-time Faculty's Commitment to the Collegiate 
Funct ion of Community Colleges," UMI Company, Ann Arbor, Ml. 

Keynes H., Olson A. (Oct. 1995). "Calculus Reform as a Lever for Changing Curriculum and Instruct ion ," 
Proceedings of the Fourth World Conference on Engineering Education, St. Paul, MN 

ORIGINAL C0URSEWARE/APPLICATI0NS 

Olson, A. (2006). Practit ioner Training Online Materials 
Developed self-paced online learning materials for cosmetology school students, which are compatible with 
multiple applications. 

Olson, A. (1990). Student Records System 
Designed student record tracking system for clinical skill requirements, which is compatible with Microsoft® 
applications. 

Olson, A. (1985). Technical Instructor Training Software 
Created electronic, self-paced learning materials for technical instructor training, and print-copy materials. 

Olson, A. (1984). Cosmetology: You and Your Hands. Smart Software Incorporated. St. Paul MN. 
Textbook author and Smart Tutor® software co-developer and autho r. 
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PROFESSIONAL OBJECTIVES 

TO COMMUNI CATE 

As an executive leader, my role is to develop an environment that encourages people to accomplish their goals. 
This requires my understanding of human resources, business acumen, and society's goals, hence the 

doctorate. I must also be a manager for which only experience can be the educator. 

To EDUCATE 

Throughout my career, my focus continues to be on academic development, research, and design rather than 
instructing ; by enabling others to become effective educators, I can actually reach a wider audience. 

To LEAD 

As a director, my self-established goal is to ensure that good administrative policies are developed and best 
practices are followed; thereby individual and team effectiveness is enhanced and innovation results. 

PROFESSIONAL PHILOSOPHY 

The field of academic research, development, and management has evolved from merely identifying curriculum 
to building cultural constructs, statements of social consciousness, economic philosophies, and political 
statements. Employability is a goal concurrent with the ideals of education, and the demand for diversification 
within curricula identifies the search for meanings common to all people. To develop functional, dynamic 
content and delivery systems, one must consider the following social realities of the twenty-first century: 

• Current and future employment trends indicate that people can no longer assume that learning a 
specific set of skills will prepare them for work. Emerging technologies are eliminating jobs that do 
not require decision-making abilities. 

• The virtual community is now a reality. Education must reflect the blurred distinction between 
knowledge and skills; people need to learn high-level skills that allow them to cope with rapid 
changes within conventional and virtual milieus. 

• The urbanization of ethnic minorities shows t hat the United States' minorit ies are fast becoming 
the majorit ies in its largest cities. A critical shift is required in accessible educat ion for emerging 
urban populations, which can be possible only through business/education partnerships that fulfill 
both academic and industry needs. 

• Lifelong learning is a necessity for survival in today's world. Continuous education, rather than 
mere facts or specialized skills, are in demand, and employee assessments are based on t heir 
ability to communicate and work cooperatively while making decisions that anticipate, as well as 
solve problems. 

People with narrow skills and the inability to turn information into ideas, and ideas into information, will be 
unable to cope. Therefore, educators must create instructional strategies, within a collaborative context, to 
increase people's understanding of the patterns that connect academic disciplines, combined with the unique 
details that separate the subjects-not fragmented, isolated content or techniques. This methodology fosters 
innovation, a critical att ribute in a world where the only constant is change. 

Executive leaders are confronted with the challenge of developing and delivering programs that empower 
individuals to provide information pertinent to the ever-evolving global community. My administrative practices 
reflect these principles through my use of collaborative management st rategies that encourage the creation of 
substant ive, imaginative, and dynamic outcomes grounded by supportive leadership. 
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Home Address: 

Education: 

PhD 

MS 

MS Ed 

BA 

Professional Experience: 

4/ 10 to cu rrent 

5/ 10 to current 

11 /07 to 3/1 0 

Resume 
Darlene Ann Minore , PhD 

Georgia State Univers ity , Department of Educationa l Psycho logy , 
Atlanta, GA, 1994. 

Georgia State Univers ity , Departme nt of Educationa l Psycho logy, 
Atlanta , GA, 1991 . 

Fordham University , Lincoln Center Campus , New York , New York , 
1989 . 

Muhlenber g College, Allentown, PA, 1988. 

CEO for Mino re Educa tional Services 
• Consu ltat ive services for independent schools PreK through 12th 

grades schoo ls for strategic planning , in-service workshops , 
accre ditat ion sup port and qual ity school improvement pla ns 

Program Evaluator for the Accred it ing Council fo r Independent 
Colleges and Schoo ls (this is a consultative position) 
• I serve as a program special ist , educational special ist , student 

relat ions specialist , IRC member and/or a team chai r for on site 
visitat ion teams for the nat ional accred it ing body, AC ICS, in a 
peer review capac ity . 

Educatio n Enhancements and Eva luat ion Manager for Bainbridge 
Graduate Institute 

Responsibilities: 
• Oversee and manage the institution 's initial accreditation 

application to the national accrediting body, AC/CS 
• Oversee and manage resource and site visits 
• Oversee and mange the self-study process 

Darlene Ann Minore - Curriculum Vitae 1 



6/06 to 9/07 

6/03 to 7/06 

• Oversee and manage all necessary applications and reports for 
the accrediting body 

• Oversee the manage the IEP process 
• Facilitate all assessment and data collection 
• Oversee and manage new program and new site applications for 

both AC/CS and the WA HEC-Board 
• Manage the bi-annual reauthorization of BG/ application to WA 

HEC-Board 
• Support management team, faculty and staff with policy, 

procedures to ensure that the institution's action are compliant 
with state and federal criteria 

Major Accomplishments 
• BG/ was awarded an initial 3 year grant of accreditation 

in August of 2009 
• BG/ achieved status in the CHEA database as an 

accredited school 
• BG/ was awarded Tile IV certification on April 7, 2010 

and helped BG/ to achieve Title IV money for the entire 
09-1 0 school year 

Educational Specia list Consultant for the British American Schoo l of 
Charlotte 

Responsibilities: 
• Oversee initial standardized testing implementation 
• Analyze and present school-wide standardized testing results to 

faculty and parent-body 
• Design and execute teacher in-service for parent/teacher 

conferences 
• Prepare school for and advise on initial accreditation process 

with SAIS 
• Assist with employee student handbook revisions 
• Develop teacher and staff in-service for the 2006-2007 school 

year 
• Serve as consultant for the Head of School 

Assistant Head of School, Dean of Faculty and Director of Studies , 
Charlotte Preparatory Schoo l, Charlotte, NC. 

Responsibilities : 

• 

• 
• 
• 
• 
• 

• 

Oversee the day-to-day operations of a PreK - 8th grade, 400 
student body campus 
Manage and supervise staff of 75 
Hiring of new faculty and staff 
Manage faculty professional growth and evaluation process 
Develop and maintain employee and staff handbook 
Develop and maintain long range planning documents (both 
financial and operational) 
Supervise risk management issues and campus safety program 
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9/00 to 6/03 

9/94 to 5/97 

9/89 to 6/94 

• Develop and maintain the school calendar, facilities schedule as 
well and classroom schedules 

• Supervise marketing , development and admissions activities 
• Maintain independent school , state and teacher accreditation 
• Develop and maintain educational program for parents 
• Oversee curriculum sequence , supervise execution of 

curriculum delivery 
• Maintain documentation of philosophy and execution of 

curriculum sequence 
• Supervise the school registrar 
• Standardized testing implementation and analysis 

Lead 4th Grade Teacher and Lower School Team Leader, Char lotte 
Preparatory School, Charlotte, NC. 

Responsibilities: 

• 
• 
• 
• 

• 
• 

• 
• 

Maintain 4th grade curriculum sequence 
Supervise 4th grade staff 
Develop 4th grade student and parent handbook 
Communicate with Assistant Head of School regarding lower 
school operations 
Prepare agenda for weekly Lower School Team meetings 
Assist Assistant Head of School with Lower School curriculum 
scope and sequence 
Served as educational specialist for entire student body 
Served as committee chair for this school's initial bid for 
accreditation with SACS and SAIS 

Research Psycho logist , Georgia State University, Department of 
Early Childhood Educat ion, Atlanta, GA. 

Responsibilities : 
• Manage a 5 year, 3 million dollar State of Georgia grant for 

analysis and recommendations of the newly developed Georgia 
Pre-Kindergarten Project 

Graduate Research Assistant, Georgia State Univers ity, Department 
of Educational Psychology and Early Childhood Education 

Responsibilities: 
• Assist with department research projects 
• Teach undergraduate and masters courses as assigned 
• Serve as assist for the editor of the journal , The Behaviorist 

Recent Board Appointments: 

The Island School Board of Trustees 2006-2011 
• Assisted the School Administration with the re-accred itation process in 2007 
• Appointed to the Marketing Committee of this Board; Chair of th is Committee for 

2007-2009 
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• Served as Cha ir of the Annual Cultural Study in 2005 and 2006 
• Served on Auction Committee in 2006 
• Co-chaired the 5th grade capita l campaign efforts in 2007 

Bainbridge Island Rowing Club 
• Organized the Silent Auction Fund raiser in 2009 and 2010 

West Sound Academy Board of Trustees 2007-2009 
• Served as co-chair of the Marketing Committee 
• Served as Secretary for the Board during my term 
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Highly talented, diligent , and competent educator coupled with outstanding ability in blending innovative and 
traditional methods through instructional leadership to produce a solid foundation for lifelong learning. Display 
supe1ior talents for developing and implementing appropriate cuni culum and online programs , setting educa tional 
standards, as well as proposing recommendations to promote individuality , student growth, and positive 
reinfor cement . Possess st ellar reputation in directing and motivating faculty members and other staff to facilitate 
improvement plans . Excel at working with people of diverse cultur es and organizational background, establishing 
an intu itive connection with a wide range of students to reach their learning goals and objectives. Enjoy challenges, 
known for keen eye to detail , and capable to multi-ta sk in a fast-paced environment. 

0 Learning Goals and Objective Evaluation 
0 Student Progress Testing and Evaluation 

0 Curriculum Planning and Course Design 
0 Student Advocate and Motivation 

0 Program Implementation and Development 
0 Classroom Design and Seminar Coordination 
0 Time Management and Prioritization 

0 Leadership , Training , and Team Building 
0 Outstanding Student and Faculty Relations 
0 Articulate Oral and Written Communication 

ONLINE INSTRUCTOR 

So uth University Online Adjunct Instructor 
Fortis College On line Adjunct Instructor 
Everes t On line Adjunct Instructor 

2007 - As needed 
2007 - As needed 

2012-2014 

Facilitate online classes in topics such as Strategies for Success and Eight Skills for the Successful Criminal Justi ce 
Student. Educate college studen ts on subjects such as General Psychology, Critical Thinking , Introdu ction to 
C1iminal Justice , C1iminolog:y, Introdu ction to Paralegal, and Research Methods. Utilize AOL Instant Messenger to 
maintain office hours. Preside over weekly discussions on asynchronous message boards. Conduct outreach to 
studen ts who have excessive absences or failing grades. 

No tab le Ac hieve men ts: 
~ Initiated the development of lecture material for weekly synchronous seminars and curriculum for general 

education courses 
~ Commended for solving a variety of student issues in areas of admissions, financial aid, and acadeinic counselors 
~ Instrumental in addressing diverse PLUS Student issues in the online environment 
~ Mentored all incoming studen ts and managed the New Student O1ientation focusing on academic success 
~ Plann ed and coordina ted weekly meetings (WebEx/ Teleconference) with stude nts 
~ Expertl y managed day-to-day activities with in the classroom for a balanced program of instruction tl1at 

provides studen ts with opportunities to observe , question, and explore, as well as to promote learning 

ONLINE PROGRAM AsSOCIATE DEAN (TEMPORARY) 
201 2 - 2 014 

Fortis College, Winter Park , FL 
Recruited to serve as interim program associate dean for Fortis Online . Worked with all stude nts in the Medical 
Administrative Assistant program, advise students on Satisfactory Acadeinic Warning , tutor new students , manage 
general education faculty, pedorm weekly reviews of classrooms , conduct annual pedormance evaluation s, work 
with registrars to reschedule students , evaluate transcript s for transfer credit , complete drop forms. 
No ta b le Ac hieve m ent s: 
~ Developed retent ion plan for Medical Administra tive Assisting Program 
~ Recruited online faculty for new, hybrid program. 
~ Promoted to faculty director for hybrid progran1. 
~ Planned and coordinated weekly meeti ngs (WebEx/ Teleconferen ce) with faculty and administrators. 
~ Developed plan to improve Satisfactory Academic Warning (SAP) process, lowering rate of those stude nts who 

are dism issed as a result of failure to meet SAP. 



VIRGINIA COLLEGE AT BIRMINGHAM ■ BIRMINGHAM, AL 
Program Director 2003-2005 

(? Played a vital role in developing the new cunic ulum in criminal justice for residential and online classes 
(? Arranged schedule for classes and assigned to train instructors on best practices in teaching crimin al justice 

McKEE MARKETING ■ PELHAM , AL 

Operations Manager 2000-2003 

(? Served as liaison between the business office and five other offices located throughout the southeas t 
(? Carlied out staff performance appraisals and yearly performance reviews on office staff personnel 
(? Closely monitored sales reports and handled all facets of billing and accounts receivable 
(? Determined staffing requ irements: recruited , hired and trained new employees 

CHADWICK UNIVERSTIY, AMERICAN H ERBAL SCIENCE ■ BIRM INGHAM, AL: 1995-2000 

Associate Acade mi c Dean 1995 - 2000 

(? Drove all effo1ts to implement new policy regarding coursework , credit transfers , and other studen t issues 
(? Designed and dissemina ted surveys to measure studen t satisfac tion 
(? Performed comprehensive analysis of student retention, class and program comple tion , and non- strut rates 
(? Eai·ned distinction for developing methods to improve retention rates a11d to motivate students 
(? Prom ot ed from Professor to Associate Academic Dean by displaying high degree of personal commibnent, 

dedication and stron work ethic 
'ED'Uc..7t'I'JON 

MAsTER OF S CIENCE IN PSY CHOLOGY EMPHASIS IND USTRIAL ORGANIZATIONAL . Auburn University at 
Montgomery , Montgomery , AL 

B ACHELO R OF SCIENCE IN PSYCHOLOGY ■ University of Montevallo , Montevallo , AL 
GRADUATE PROGRAM IN CRIMINAL JUSTICE • University of Alabama at Birmingham , Birmingham , AL. Eighteen 

graduate hours in Criminal Justic e. 

'P'lWJ"'ESSION.Jll .:A.:f:flll.:A.'I'IO:NS 

Reviewer , Journal of Knowledge and Best Practices in Juvenile Justice a11d Psychology 
Member , Jefferson County Children's Policy Cow1cil, Safety Committee 

Member / Scholarship C01mnittee , UAB Criminal Justi ce Advismy Board 

Everest Online Full Time Instructor 
Southern New Hampshire University 
Ashford UniversihJ 
Kaplan University 

Vo lm 1teer , ACICS 

2012 -Present 
2014 - As Needed 
2014-As Needed 
2003-As Needed 



Harpal S. Dhillon 

Summary: 

Dr. Harpal Dhillon has more than 30 years of professional and administrative 
experience at various levels going from Junior Engineer to the C.E.O. and one of 
two owners of a company with annual revenue in excess of 80 million dollars. 
Dr. Dhillon represents an effective combination of deep-rooted technical 
qualification/experience and well-developed management and entrepreneurial 
skills. During his career with four different employers, Dr. Dhillon has managed 
large projects involving such diverse technical areas as telemedicine, renewable 
energy, management information systems, computer aided logistics, computer­
based training, large-scale telecommunication systems, electric systems, 
database management systems design and implementation , and LAN/WAN 
design, installation, operation and maintenance. He has been active for nearly 
three decades as a researcher, teacher, and consultant in the domain of IT 
applications in health care delivery/management, and higher education. 

Along with his career as a corporate executive, Dr. Dhillon has kept involved in 
teaching undergraduate and graduate courses at a number of universities. The 
subjects taught by Dr. Dhillon include Health Information Technology, Database 
Management for Information Systems, On-line Management Information 
Systems, Computer/Software Engineering, Information Resources Management, 
Human Computer Interaction, Quality Assurance , Systems Engineering, 
Quantitative Decision Methods, Project Management, Operations Management , 
Managerial Statistics , and Engineering Economics. 

Currently, Dr. Dhillon provides consultation to administrators of universities in the 
U.S. and overseas , and to health care providers, as the President of Intelligent 
Education Solutions, Inc. (IES). This company provides consultation and 
implementation services related to (i) utilization of Information Technology (IT) for 
delivery and management of instruction (primarily on-line education) ; (ii) 
Assessment of Learning Outcomes; (iii) Competency Based Education; (iv) New 
Program Development; (v) Strategic Planning; and (vi) Facilitation of International 
Alliances/Partnerships. 

From 2009 to 2011, Dr. Dhillon was the Vice President for Academic Affairs and 
Dean of Academics at AGSB University in La Tour-de-Peilz in Switzerland. He is 
also a Visiting Professor at the National University of Viet Nam in Hanoi, Viet 
Nam. 

In July 2008, Dr. Dhillon completed a 2 year long tenure as the Dean of School of 
Business and Technology at Excelsior College. He managed 25 full-time staff 
members in the school, and was responsible for overseeing the on-line distance 
learning activities and other academic endeavors of nearly 4,400 students in the 
school. The instruction is provided by more than 120 adjunct faculty members 
located at various places within and outside the United States. At Excelsior 



College, Dr. Dhillon successfully managed the accreditation of the Technology 
programs by ABET, and the accreditation of the Business academic programs by 
IACBE. 

From 2002 to 2006, Dr. Dhillon was a Professor and Chair in the Department of 
Computer Science and Information Systems at the Southwestern Oklahoma 
State University. For three years, 2003 to 2006, he was the Associate Dean for 
the College of Graduate and Professional Studies. 

Dr. Dhillon is an Adjunct Professor in the Department of Information Resources 
Management at University of Maryland University College, and Adjunct Associate 
Professor in the College of Business and Public Administration at the George 
Washington University. He has taught graduate and undergraduate classes in 
colleges of (i) Engineering, (ii) Management and Business Administration , (iii) 
Organizational Management, (iv) Arts and Sciences, and (v) Computer Science 
and Technology. A major segment of Dr. Dhillon's experience has involved 
teaching non-traditional students , utilizing on-line learning and 'hybrid' modes of 
instruction. 

Since his retirement as a business owner, Dr. Dhillon has provided several 
hundred hours of community service every year as a mentor of owners of small 
businesses in the IT and engineering sectors, as an evaluator in five different 
institutional and specialized program accreditat ion organizations, and as a 
volunteer in several community welfare entities. 

Education: 

University of Massachusetts Ph.D., Operations Research and Systems 
Engineering 

Oklahoma State University M.S. Industrial Engineering & Management 

Punjab University, India B.S. (Honors), Mechanical Engineering (Minor: 
Electrical Engineering) 

Employment: 

2011-Date 

2009-2011 

2009-Date 

President 
Intelligent Education Solutions, Inc. 

Vice President for Academic Affairs 
Dean of Academics 
AGSB University- Switzerland 

Adjunct Professor 
Graduate School 



2006 -2008 

2003 -2006 

2003 -2006 

2002 -2006 

1975- Present 

2000 - 2002 

1998 - 2000 

1995 - 1998 

1989-1995 

1984-1989 

1979 - 1984 

1973 - 1979 

1970-1973 

1968 -1969 

Sullivan University 

Dean, School of Business and Technology 
Excelsior College 

Associate Dean 
College of Graduate and Professional Studies 
Southwestern Oklahoma State University 

Director, Center for Telemedicine , and Web-based 
Distance Learning 
Southwestern Oklahoma State University 

Professor & Chair 
Department of Computer and Information Sciences 
Southwestern Oklahoma State Universit~ 

Adjunct Faculty at University of Maryland, 
American University , Central Michigan University, 
and George Washington University 

Datanamics , Inc. 
Director of Strategic Development and Quality 
Assurance 

CSI Engineering , P.C. 
Chief Operating Officer/Senior Engineer 

Dulles Networking Associates, Inc. 
Chief Operating Officer 

EER Systems Corporation 
President and CEO 

Engineering & Economics Research , Inc. 
Chairman of the Board 

Engineering & Economics Research , Inc. 
President 

The MITRE Corporation 
Group Leader/Project Leader/Technical Staff 

University of Massachusetts 
Graduate Research Fellow 

Oklahoma State University 



Graduate Student 

PROFESSIONAL EXPERIENCE 

Teaching & Academic Administration Experience 

Teaching 

Currently, Dr. Dhillon holds the following teaching positions: 

University of Maryland University College 

Adjunct Professor in the College of Computer & Information Technology 

George Washington University 

Associate Professor in School of Business & Public Administration 

Sullivan University 

Professor in Graduate School 

Courses Taught 

Dr. Dhillon has (i) taught courses in Database Concepts, Networks and 
Telecommunications, Software Engineering, Electrical Engineering, Computer 
and Information Security, and Object-Oriented Software Engineering at 
Southwestern Oklahoma State University; (ii) taught courses in Database Design 
and Management, Systems Analysis/Design, Hardware and Software Concepts , 
Human Factors in Information Systems, Quantitative Methods, and Managerial 
Ethics at University of Maryland; (iii) taught graduate courses in Database 
Management , Statistics, Systems Engineering, Projec Management and 
Operations Research at George Washington University; and (iv) taught graduate 
courses in Operations Research, Quality Control, Database Management, M.I.S., 
Quantitative Methods, and Statistics at Central Michigan University. Currently, 
he is teaching graduate and undergraduate courses in Database Management , 
Design and Implementation of On-line Management Information Systems, 
Software Engineering, Operations Management, Entrepreneurship, and 
Technology Change Management. 

Academic Administration 



AGSB University 

Since September 2009, Dr. Dhillon has been working as the Vice President for 
Academic Affairs, and Dean of Academics. During his tenure at AGSB, he has 
developed and implemented plans for complete overhaul of administrative 
procedures, academic programs, and learning outcomes assessment. At this 
time, he is leading the projects for renewal of institutional and program 
accreditation. 

Excelsior College 

For two years, Dr. Dhillon worked as the Dean of the School of Business and 
Technology at Excelsior College. In this position, he managed the operations of 
an academic unit with more than 4,400 enrolled undergraduate and students. 
Nearly 2,000 of these students are taking on-line classes offered by this school at 
any given time. The students are mostly non-traditional and about 35% of them 
are from underrepresented groups. About a third of this student population 
comes for the military. The instruction is provided primarily by adjunct faculty; 
many of these faculty members are associated with well known institutions of 
higher learning as full time professors/ administrators. Dr. Dhillon was 
responsible for overseeing the accreditation related tasks for Business (IACBE) 
and Technology (ABET) academic programs in this school. Dr. Dhillon was 
actively involved in several committees and task forces dealing with issues such 
as evaluation of courses and instruction programs, identification and assessment 
of learning outcomes, faculty development, technology infrastructure, strategic 
planning, international programs, and alliances with other institutions of learning 
and business/industrial organizations. 

Southwestern Oklahoma State University (SWOSU) 

Dr. Dhillon worked as the Associate Dean of the College of Graduate and 
Professional Studies, and as Professor and Chairperson in the Department o~ 
Computer and Information Systems. Dr. Dhillon taught upper level/graduate 
courses in computer science, software engineering, information systems, and 
electrical engineering. He was the project leader for the activities related to the 
ABET Accreditation of the programs of the department. Dr. Dhillon was also 
involved in implementing Distance Learning programs, and worked on proposals 
for sponsored research at the university. His research areas included Software/ IT 
Project Management and Quality Assurance, Computer Security, and Wireless 
Networking Systems. 

Dr. Dhillon was the Director of the Center for Telemedicine and Web-based 
Learning at SWOSU. He was also the Principal Investigator for the SWOSU­
OCAST-BAR-S Foods joint student internship program at the BAR-S facilities in 
Oklahoma, SWOSU-OCAST-CDFA Student Internship Program, SWOSU­
Freightliner Specialty Vehicles, Inc. Student Internship Program, 'SWOSU­
lntegris Health' Student Internship in Healthcare Administration Program, and the 



NASA Oklahoma Grant Consortium Project at SWOSU. Dr. Dhillon was the Co­
Pl for the E-MEDTRACK project involving an OCAST grant to an 'lntegris­
SWOSU' team for Developing IT Applications for Healthcare Administration and 
Management. 

Dr. Dhillon served as: 

-Member, Board of Advisors , Western Oklahoma Business Commercialization 
Center 
- Member of the Technical Advisory Council for the Telehealth and 
Neuroscience Institute, INTEGRIS Health, Inc. 
-Member of the Technical Advisory Board for the Oklahoma NASA 
Space Grant Consortium, and NASA EPSCoR Program. 
- Member of the Strategic Planning Committee, Member of the Industry Outreach 
Project Advisory Board, Member of the Sponsored Programs Oversight Board, 
and Member of the Continuing Education Planning and Oversight Committee at 
Southwestern Oklahoma State University . 

Experience in Industry & Business Sectors 

Datanamics, Inc. 

At Datanamics , Dr. Dhillon provided consultation to the corporate management 
and the clients of Datanamics in the areas of Information Resources 
Management, Information Systems Acquisition and Software Quality Assurance. 
He managed the CMM Certification process for Datanamics and implemented 
the CMM and ISO 9002 processes in a major Web Based Procurement 
Management System development project at the Internal Revenue Service. Dr. 
Dhillon was also handling projects involving distance learning and the application 
of artificial intelligence in Information Management Systems. 

CSI Engineering 

At CSIE, Dr. Dhillon worked as a Senior Engineer and also functioned as the 
Chief Operating Officer of the Company. As a Senior Engineer, he took the lead 
in identifying and pursuing business opportunities in the area of Information 
Technology . He also provided corporate oversight for three major Information 
Systems/Telecommunications projects that CSIE was working on at that time. 
On behalf of CSI Engineering, Dr. Dhillon assisted a major software engineering 
company in implementing processes and policies which are essential for 
satisfying the requirements associated with CMM (Capability Maturity Model) 
Level 2 and Level 3 Certification. Dr. Dhillon was responsible for implementing 
I EEE-1028 Standards for Software Engineering. He also provided technical 
expertise in the area of Software Quality Assurance , for development process as 
well as the software products. Dr. Dhillon functioned as the Project Manager for 
two industrial infrastructure projects. 



Dulles Networking Associates, Inc. 

During his three-year tenure at Dulles Networking Associates, Inc. (DNA), Dr. 
Dhillon was responsible for capturing about 25 million dollars worth of 
government contracts involving large-scale telecommunications and networking 
projects. He managed these projects through the initial planning; project 
scheduling, project installation, project transition (cut-over), systems operation 
and system maintenance phases. These projects involved the installation of 
telephone systems (including EPABX, Voice Mail, TMS, and PA system), data 
Networks (including fiber optic and copper cabling, installation of routers, hubs, 
ATM switches, etc.), electric systems, network administration, and user training. 
The four installations for which Dr. Dhillon provided project oversight have 1,100 
to 3,500 users. 

As a Senior Engineer at DNA, Dr. Dhillon was involved as the Project Manager 
for the installation of Data Archival and Retrieval Systems at the Foreign MilitarYJ 
Sales Office at the U.S. Department of Defense. Dr. Dhillon also managed the 
installation of high power network servers incorporating RAID technology at the 
Office of the Deputy Secretary for Policy, U.S. Department of Defense. 

The activities described above involved mentoring of the owners of the 
companies involved. 

EER Systems Corporation 

At EER, Dr. Dhillon was one of the two (2) principals/owners who managed the 
growth of a company, which started with two (2) employees and had 900 
employees when he left this company fifteen years after its creation. As a 
technical professional, Dr. Dhillon was responsible for the management of large 
contracts involving systems engineering, M.I.S., computer-aided logistics and 
training; C3I, and LAN/WAN design, installation, operation and maintenance. 
These contracts were performed for Federal government agencies such as the 
Department of Defense (Army and Navy), the Department of Transportation, the 
Department of Energy, the Department of Commerce, FEMA, EPA, and the 
Department of Treasury. Dr. Dhillon was responsible for managing complex 
contracts with as many as 150 contractor personnel and annual budgets 
exceeding $20 million for one contract. 

During his tenure at EER, Dr. Dhillon functioned as the President, CEO and 
Chairman of the Board of Directors at different times. 

Dr. Dhillon managed several projects and studies related to industrial planning 
and project implementation. Utilizing his work experience and academic training 
in Mechanical and Industrial Engineering, along with his expertise as an 
Operations Research Analyst, Dr. Dhillon provided consultation to senior level 
executives in the U.S. Department of Energy, Department of the Interior, 
Department of Defense, Department of the Treasury, Defense Nuclear Agency, 
Department of Commerce, and the Department of Transportation. On several 



occasions, Dr. Dhillon was called upon to function as the Project Manager for 
complex projects involving industrial infrastructure development and total quality 
management implementation 

Metrek, a Division of MITRE Corporation 

Dr. Dhillon was the Group Leader of the Geothermal Energy Systems Group in 
the Advanced Energy Systems Department. He led a group of researchers 
engaged in conducting engineering , economic, and planning analyses for the 
Division of Geothermal Energy in the Department of Energy. He was responsible 
for the supervision of the technical staff members in the group. His major 
activities included technical direction of the project, general project management , 
and marketing for new projects. 

Dr. Dhillon participated in one of the first major initiatives aimed at determining 
the feasibility of utilizing telemedicine for serving the population of remote areas 
in the U.S. and other parts of the world. This team evaluated the utility of narrow 
band (telephone) and broadband (TV) transmission networks for the transmission 
of voice and data communications associated with the provision and 
management of primary health care. This study, which was carried out in 1975-
1976, is the foundation on which several major telemedicine projects , involving 
expenditures of billions of dollars annually , are built. Dr. Dhillon was the Co-Pl of 
the first telemedicine project funded by the U.S. Federal Government. At MITRE, 
Dr. Dhillon took part in a number of projects involving innovative applications of 
communications technology and M.I.S., for clients in FAA, Department of Energy, 
Department of Health, Education & Welfare , and EPA. 

University of Massachusetts 

Dr. Dhillon worked on the analysis of the data collected in a health care survey in 
Franklin County, Massachusetts. Using this data, he developed a model for 
estimating the demand for non-emergency health care at each ambulatory health 
care facility within the county. Subsequently , he developed a model for planning 
the location of non-emergency health care facilities for optimizing certain 
predefined objectives. This model provides guidelines for minimizing the total 
cost (incurred by consumers as well as providers) of delivering a given level of 
health care to the population of a planning region. Dr. Dhillon developed, tested, 
and documented computer routines for these two models. This work was done 
as part of a health care project financed by the Department of HEW. The doctoral 
dissertation was based on this research. 



Community Service 

Worked in Community Service projects as a member of Rotary Club. 

Participated in numerous community service projects in Washington DC, 
Maryland , Virginia, Oklahoma and New York. 

Have worked as a volunteer for several professional organizations since 1975. 

Volunteered as a member of evaluation teams for six different institutional 
(regional and national) and specialized program accreditation organizations since 
2006. 

Provided free IT/ IS related technical consultation to several charitable 
organizations and educational institutions . 

Worked as a volunteer for international organizations promoting education in 
science , engineering and health care in various countries. Was the mentor of the 
team of students from Mexico which won the 2009 Talent and Innovation 
Competition of the Americas , conducted by Young Americas Business Trust. 

Professional Certificates 

Certified as On-line Instructor & Curriculum Developer- University of Maryland­
University College 
Certified as Total Quality Management (TOM) Specialist -Northern Virginia 
Community College (NVCC) 
Certificate in Educational Leadership-Massachusetts Institute of Technology 
Certificate in Promotion of Diversity in Staff and Students - Excelsior College 
Trained as Learning Outcomes Assessment Professional & Evaluator­
Accrediting Bureau for Engineering & Technology (ABET) 
Certified as Team Chair , Distance Education Evaluator and Program Evaluator­
Accrediting Bureau for Health Education Schools (ASHES) 
Certified as Team Chair and Program Evaluator - International Alliance for 
College Business Education (IACBE) 
Certified as Evaluator for Regional Accreditation- Southern Association of 
Schools & Colleges (SASC) 

Academic/ Community Service Honors 

Selected as 'Evaluator of the Year' by the Accrediting Council for Independent 
Colleges and Schools (ACICS) (2014). 

Selected as the Winner of the Teaching Recognition Award for 201 Oby 
University of Maryland University College (UMUC) . Only 6 to 8 instructors are 



selected for this award every year out of a pool of nearly 3,500 instructors at 
UMUC. 

Selected for the Oklahoma Board of Regents Award for University-Industry 
Partnership (2006). 

Nominated for the Drazek Excellence in Teaching Award at University of 
Maryland University College (2003 and 2005). 

Honored as a Distinguished Alumnus of The University of Massachusetts in 
recognition of professional accomplishments and contribution to the 
advancement of programs at the UMASS School of Engineering (1988). 

Awarded the University Graduate Fellowship at the University of Massachusetts 
for three years (1971-1973). 

Awarded the President's Roll of Honor for Academic Excellence at the Oklahoma 
State University (1969). 

Awarded the Merit Scholarship of the Punjab University (1960). 

Elected member of the PHI KAPPA PHI Honor Society. 

Membership of Advisory Councils 

Member of the Advisory Council for the Energy Systems Training and Education 
Center at Idaho State University. 

Member of the Technical Advisory Board for the NASA Oklahoma State Grant 
Consortium. (First invited member of this Board in its sixteen years long history) . 

Member of the Technical Advisory Board for the Telemedicine and Health Care 
Administration R & D Center at INTEGRIS Health in Oklahoma City , OK. 

Member of the Program Committee , Minorities in Engineering Division, American 
Association for Engineering Education (ASEE). 

Member, Strategic Planning Committee , International Assembly for Collegiate 
Business Education (IACBE) 

Member, Board of Advisors for the Chief Academic Officer of Northern Virginia 
Community College (for 2 years) 

Books Reviewed & Courses Developed 

Reviewed papers submitted for publication by International Conference for 
Engineering Education (ICEE) 



Reviewed papers submitted for presentation at the Annual Conferences of the 
American Society for Engineering Education (ASEE). 

Reviewed the book titled Data Communications and Networking, by Behrouz A. 
Ferouzan, 3rd Edition , for the publisher, McGraw Hill Companies in 2004. 

Reviewed the book titled Database Systems-Design, Implementation, and 
Management, by Peter Rob and Carlos Coronel, for the publisher, Thompson ­
Course Technologies in 2005. 

Developed an on-line course titled Human Factors in Information Systems for the 
University of Maryland in 2003. 

Developed a course in Information and Computer Security, and two CAPSTONE 
courses at Southwestern Oklahoma State University in 2003 and 2004. 

Research Publications /Presentations 

Dhillon, H.S., Pusterer , H., and Dhillon, M.K.,"Student Internsh ip and Learning 
Outcomes Assessment." 
Presented at the Annual Conference of the International Assembly for Collegiate 
Business Education (IACBE), at Henderson , NV. March 2011 

Pina, A., Dhillon, M.K., Harter E.S., and Dhillon, H.S., "Separate but Equal? The 
OBA and PhD in Business". 
Presented at the Annual Conference of the International Assembly for Collegiate 
Business Education (IACBE), at Newport, RI. March 2010 

Dhillon, H.S., Harter, E.S., and Dhillon, M.K., "E-Portfolio: An Effective Tool for 
Assessing Learning Outcomes". 
Presented at the Annual Conference of the International Assembly for Collegiate 
Business Education (IACBE), at Louisville , KY. April 2009. 

Dhillon, H.S. and Anwar , S., "A Framework for the Assessment of On-line 
Engineering Technology Courses- A Case Study". 
Accepted for publication in "Computers in Education " Journal. (2008) 

Dhillon, H.S., Anwar, S., and Qazi, S., "Mitigation of Barriers to 
Commercialization of Nanotechnology : Overview of Two Successful University­
Based Initiatives". 
Presented at the Annual Conference of American Society for Engineering 
Education (ASEE) in Pittsburgh , PA. June 2008 

Anwar , S. and Dhillon, H.S., "Development of an On-line Introduction to 
Nanotechnology Course- Issues and Challenges". 



Presented at the Annual Conference of American Society for Engineering 
Education (ASEE) in Pittsburgh , PA. June 2008 

LeClair , J.A., and Dhillon , H.S. "Excelsior College: Support for Nuclear Industry 
Training and Development ". 
Presented at American Nuclear Society: 2008 Annual Conference , Anaheim , 
California; June 2008. 

Dhillon , H.S., and LeClair , J.A., "The Essential Elements of an Effective 
Education and Training Program for Nuclear Power Plant Software Engineers". 
Presented at the Annual Conference of The European Nuclear Society 
(_NESTet2008) at Budapest, Hungary. May 2008. 

Dhillon , H.S., and Reeves -Ellington, R. , "Making Assessment a Way of Life: 
Integrating Strategic Thinking and Assessment for Organizational Success ". 
Presented at the Annual Conference of the International Assembly for Collegiate 
Business Education (IACBE), at Long Beach , CA. April 2008. 

Hentea, M. and Dhillon , H.S., "New Competencies for Control Engineers to Meet 
the Market Demands in Control Systems". 
Presented at International Conference on Engineering Education (ICEE 2007) in 
Coimbra , Portugal. September 2007 . 

Dhillon , H.S. and Anwar , S., "A Framework for the Assessment of On-line 
Engineering Technology Courses- A Case Study". 
Presented at the 2007 Annual Conference of the American Society for 
Engineering Education . June 2007. 

Anwar , S. , and Dhillon H.S. , "An Interdisciplinary Approach to Information 
Systems Security Education - A Case Study ". 
Presented at the 2007 Annual Conference of the American Society for 
Engineering Education. June 2007. 

Thinger , B., Dhillon , H.S. and Jones , P., "Nuclear Engineer ing Technology 
Students Capstone Experience to Assess Technical Competencies; A Case 
Study". 
Presented at Texas A & M University Conference on Academic Program 
Assessment. February 2007 . 

Hentea , M., Dhillon , H.S. , Dhillon , M.K. "Towards Changes in Information 
Security Education ", Journal of Information Technology Education (JITE), 2006, 
221-233 . 

Hentea , M., Dhillon , H.S., Dhillon , M.K. "Towards Changes in Information 
Security Education ", 
Presented at 2006 Information Science + IT Education Joint Conference, 
Manchester , England. June 2006 (Selected as a Best Paper J 



Dhillon, H., and Forducey, P. "Evaluation of Information Technology for 
Telemedicine Applications ". 
Presented at the 11th Annual meeting of the American Telemedicine Association ­
May 2006. 

Dhillon, H., and Forducey, P. "Implementation and Evaluation of Information 
Technology in Telemedicine". 
Presented at the 39th Hawaii International Conference for Systems Sciences 
(HICSS-39). January 2006. 

Dhillon, H., and Forducey, P. "Telemedicine Applications for Medical 
Rehabilitation-Analysis of Project Outcomes". 
Presented at the 10th Annual meeting of the American Telemedicine Association­
April 2005. 

Dhillon, H., and Forducey, P. "Exploring Telemedicine Video-Based 
Communications Technological Hurdles". 
Presented at the 10th Annual Meeting of the American Telemedicine Association­
April 2005 

Dhillon, H., and Hentea, M. "Getting a Cybersecurity Program Started on a Low 
Budget". Proceedings of the 43rd Annual ACM Southeast Conference-March 
2005 

Feinstein, J. and Dhillon, H. "A Web-Centric Collaborative Decision Tool, and 
Ontology Based on Subjective Sampling and Assessing Decision Times Among 
Options". 
Presented at the Military Operations Research Society (MORS) Conference in 
Virginia , June, 2003. 
Selected as the best presentat ion in the Decision Sciences Group. 

Dhillon, H.S., et.al. "A Planning Document for the National Center for Information 
Technology " - U.S. General Services Administration , 1999 

Dhillon, H.S. "A Plan for Transitioning from Hard Copy Forms to Computerized 
Data Forms at the National Labor Relations Board" - Prepared for the National 
Labor Relations Board , 1997 

Dhillon, H.S., and Steier, M., "A Plan for the Utilization of Portable 
Communication Units for the Law Enforcement , Emergency Response Systems , 
and Administration of Remote Areas" - Prepared for the U.S. Department of 
Defense, 1994 

Ahluwalia, R.S. and Dhillon, H.S., "A Plan for Implementing Total Quality 
Management" - Prepared for EER Systems Corporation , July 1993 



Dhillon, H.S. and Wright, T. , "A Model for Planning the R&D Programs and 
Budgets for the Test and Evaluation Programs for the Nuclear Weapons Tests" -
Prepared for Defense Nuclear Agency, 1991 

Dhillon, H.S., "A Model for Determining the Potential for Developing Renewable 
Energy Resources in Macedonia, Yugoslavia" - Prepared for the World Bank, 
1987 

Dhillon, H.S. and Srivastava, V., "An Assessment of the Economic Feasibility of 
Utilizing Municipal Waste for Power Generation in Bangkok, Thailand" -
Prepared for U.S. Trade Development Program, 1986 

Dhillon, H.S. and Cabral, A., "An Evaluation of the Technological Options for the 
Promotion of the Photovoltaic Cell Industry in the U.S." - Prepared for the 
National Aeronautical and Space Administration , 1985 

Dhillon, H.S. "An Assessment of the Feasibility of Sustaining Critical Industrial 
Operations in the Event of a National Emergency" - Prepared for the U.S. 
Federal Emergency Management Administration, 1984 

Dhillon, H.S., "A Quantitative Model for Computing Benefit/Cost Ratios for 
Research and Development Projects for Renewable Energy Projects in the U.S. 
Department of Energy" - Prepared for the U.S. Department of Energy, 1982 

Dhillon, H.S., and EI-Sawy, A., "Forecasting the Market Penetration of a New 
Technology," - Prepared for U.S. Department of Energy, 1979 

Dhillon, H.S., and EI-Sawy, A., "Goal Oriented R&D Budgeting." - Prepared for 
U.S. Department of Energy, 1979 

Dhillon, H.S., "Applicability and Impact of Fossil-Geothermal Hybrid Power 
Systems" -Prepared for U.S. Department of Energy, 1979 

Dhillon, H.S., and EI-Sawy, A., "An Approach to the Risk Analysis of Government 
Sponsored Demonstration Projects," - Prepared for U.S. Department of Energy, 
1979 

Dhillon, H.S., and EI-Sawy, A., "A Dynamic Program Resource Allocation Model 
for R&D Activities ," - Prepared for the MITRE Corporation, 1978 

Ball, L., Dhillon, H.S., EI-Sawy, A., and Matthews, M., "Benefit/Cost Analysis of 
the DOE Program for Geothermal Resource Exploration and Assessment 
Technology," - Prepared for U.S. Department of Energy, 1978 

Dhillon, H.S., "An Assessment of the Cost and Accessibility of Care in Distributed 
Health Care Delivery Systems in Rural Areas," Health Services Journal - 1976 



Dhillon, H.S., "Telemedicine and Rural Primary Health Care: An Analysis of the 
Impact of Telecommunications Technology ," Socio-Economic Policy Sciences -
An International Journal - 1976 

Dhillon, H.S., "A Review of Models Relating NOx Emissions to Ambient Air 
Concentration ," - Prepared for U.S. Environmental Protection Agency, 1977 

Bennett, A.M., and Dhillon, H.S., "Application of Telecommunications Technology 
to the Delivery of Primary Health Care for Isolated Rural Areas," - Prepared for 
Department of Health, Education and Welfare , 1976 

Bennett, A.M., and Dhillon, H.S., "An Economic Analysis of Telemedicine 
Systems for Isolated Rural Areas," Prepared for Department of Health, Education 
and Welfare, 1976 

Dhillon, H.S., "A Simulation Model for Estimating the Impact of Technology on 
the Extension of Diagnosis/Treatment Protocols Used by Non-Physician Pro­
viders ," Proceedings of the Summer Computer Simulation Conference, 1976 

Bennett , A.M., and Dhillon, H.S., "Accessibility and Cost Impacts of Telemedicine 
Systems for Isolated Rural Areas," - Prepared for Department of Health, 
Education and Welfare, 1975 

Bennett, A.M., and Dhillon, H.S., "Patient Trajectory Analysis : Testing A New 
Performance Assessment for Telemedicine Systems," - Prepared for Department 
of Health, Education and Welfare, 1975 

Dhillon, H.S., "Regional Planning of Outpatient Facilities," - presented at Health 
Care Conference , University of Massachusetts , 1974 

Dhillon, H.S., "A Computer Routine for Planning The Location of Service 
Facilities," 1973. (Part of Ph.D. Dissertation) 

Dhillon, H.S., "A Model for Planning the Location of Non-Emergency Health Care 
Facilities," 1973. (Part of Ph.D. Dissertation) 



SCOTT WILLIAM DEBOER 

EDUCATION 

M.A. International Affairs (1994), G.P.A. 3.8, Florid a Sta te University, Tallahassee, Florida 
B.S. Government (Foreign Affairs) (1991), summa cum laude, Liberty University, Lynchburg , Virginia 

PROFESS IONAL EXPERIENCE 

Chief Operation s Offic er, Santa Barbara Business College, Ventura, California Guly 2015 - Present) 
• Create environm ent that fosters trust, prov ides training and development for employees, supports ethica l 

dutie s and is motivational to employees. 
• Liaison between campus directors and corporate. 
• Provide leadershlp to campus directors to ensure overall campus development. 
• Establish operational processes whlch will involve strategic planning and resource allocation. 
• Ensure department directors are fully involved with operational objectives. 
• Set operational and performance goals that are achievable and tied to company's overall goals. 
• Establish and manage performance reporting systems to ensure performance goals are being met. 
• Conduct regular meetings between campus and depar tment directors to ensure that priorities are clear 

and coordination between departments is good . 
• Motivate and lead hlgh performance management team; attract, recruit and retain strong leadershlp staff. 
• Engage management team on key planning issues and make recommendations on business decisions. 
• Participat e and contr ibute in weekly management meetings. 
• Participate in forecast and assist with execution of planning campus budgets. 
• Develop, es tablish and direct execution of operating policies to support company's policy and objectives . 
• Provide effective and inspiring leadership by being actively involved in programs and services, 

developing a broad and deep knowledge of programs. 
• Develop and implement training programs to expand capacity of management staff. 
• Assist in deve lopment of new campus locations. 
• Identif y and coach campus directors through crisis management. 

Chief Academic Officer , Santa Barbara Business College, Ventura, California (August 2013 - Present) 
• Formulate and ensure compliance with standardized academic policies and procedures . 
• Work closely with Compliance Department to identify the need for new policies and conduct revisions in 

accordance with government and accreditation rules, laws and regulations. 
• Oversee all dutie s, functions, act ivities and performance of the Academic Affairs Department. 
• Coordinate the educa tional act ivities in the Campus Effectiveness Plans . 
• Research and identify academic trends and community needs and establish program initiatives that are in 

alignment with the College's mission and objectives. 
• Monitor attrition analysis and assists with campus issues relating to retention. 
• Coordinate strateg ies with college leadership staff to achieve desired organizational results in areas of 

customer sat isfaction, attendance, retent ion, graduation rates and sa tisfac tory academic progress. 
• Assist in developing and managing educat ional budgets. 
• Participate in hiring process for Deans and Registrars . 
• Oversee faculty recruitment, orientation, training, scheduling and managemen t, including professiona l 

development, evaluation and curriculum implementation. 



Preside nt, Sanford-Brown College, San Antonio, Texas (July 2011 - August 2013) 
• Provide overall leadership to college, its staff, and allied health programs to meet growth expectations. 
• Manage P&L to meet budgeted revenue and net income while holding costs to within budgeted levels. 
• Drive revenue by managing leads, enrollments, show rates, starts, re -enters, retention, cash collections, 

and expense control. 
• Develop and implement strategic and operating plans in support of company goals, indu stry 

opportunities, and local needs. 
• Establish standards and measures in every department and manage to those standards. 
• Participate in and approve the ongoing forecasting of enrollments, starts, revenue, opera tional costs, cash 

collections, and staffing. 
• Work with faculty and staff to foster a student-centered learning environment. 
• Foster partnerships with government, accrediting/state licens ing agencies, and local communities to 

promote the college, its programs, and outcomes . 
• Ensure company policies and prac tices are followed . 
• Create an environment that fosters trust and provides for the training and development of employees, 

while motivating them to excel. 

Divisional Director of Academic Affairs, Start -Up Division, Career Education Corporation, Hoffman Estates, 
Illinois (November 2007 - September 2011) 
• Provide academic and operational leadership in the opening of 23 new health, culinary and art and 

design campus locations. 
• Implement and maintain strategic business unit's academic policies and procedures necessary for 

compliance with external standards in areas of instruction, curriculum, satisfactory academic progress, 
attendance, and retention . 

• Work with division and strategic business unit to hire and train a qualified academic management team . 
• Ensure that appropriate resources are available to provide basic suppo rt for curr icu lar and educational 

offerings and to enhanc e student learning . 
• Provide support in establishing a clearly defined retention function that maximizes participation in 

retention activities including documented communication with students, faculty, and administration . 
• Assist in determining faculty requirements and scheduling needs as well as in hiring and managing of 

faculty based on student population. 
• Prov ide divisional leadership in determining initial program offerings, by working with strategic 

business unit' s academic lead and incorporating fully industry standa rds, emerging markets and 
employer needs into se lection process. 

• Assist with research, developmen t, and implementation of new curricula and maintenance of existing 
academic programs once campuses are operating. 

• Monitor academic performance on a regular basis and proactively address negative trends . 

Director of Compliance, International Academy of Design & Technology, San Antonio, Texas (November 
2006 - November 2007) 
• Monitor daily operations of all school departments/functions to ensure quality assurance and compliance 

with federal, state, accreditation, corporate, and school regulations and policies. 
• Impl emen t preventative measure to ensure school operat ions are in compliance . 
• Review on an ongoing basis samples of files to ensure necessary documentation is maintained and 

processing is performed in an accurate and timely manner . 
• Work with senior management team to ensure that campus is prepared for external audits and reviews 

and that corrective action plans noted by regulators and Internal Audit in areas of non-compliance are 
made timely and appropriately . 

• Oversee completion and review of documents that are to be sent to regulatory agencies for compliance, 
accuracy, and comp leteness. 

• Review publications to ensure compliance with applicable regulations. 
• Report areas of concern to Group Vice President of Compliance to develop corrective action plans and to 

identify training requirements . 
• Ensure staff is trained to perform their jobs in compliance of regulations and company policy . 



• Recommend business practice changes to improve compliance with regulations and business goals . 
• Develop and maintain relationships with regulatory agencies, as appropriate. 

Accreditation Review Manager, Career Education Corporation, Hoffman Estates, fllinois (August 2004 -
November 2006) 
• Serve as an accredi tation/regulatory resource for institu tions. 
• Assist institutions in complying with state and accrediting agency regulations . 
• Maint ain lines of communication with campuses, corporate departments, states, and accrediting agencies. 
• Prov ide necessary support to ensure preparedness for state and accrediting agency visits . 
• Monitor regulatory changes through attendance at accred iting agency workshops and annual meetings. 
• Assis t in the training and development of new Directors of Compliance . 
• Ensure efficien t and effective processing of required applications and responses. 
• Review institutional catalogs, addenda, marketing, and Enrollment Agreements. 

Senior Manager of Campus and Program Developm ent (February 2003 - August 2004)/ Manager of 
Program Deve lopment (February 2002- January 2003)/ Program Coordinator (February 2001 - Janu ary 2002), 
Accred iting Council for Independent Colleges and Schools, Washington, D.C. 
• Interact with member institutions relative to program administration functions . 
• Process, review, analyze, and approve program applications of member insti tutions. 
• Coordinate activities and processes with the Director of Policy and Program Development. 
• Serve as staff liaison to the Council's No ntraditional Education Committee. 
• Serve as staff liaison to the Counci l's Education, Enhan ceme nt, and Evaluat ion Committee. 
• Plan and conduct Academic Dean Workshop. 
• Prep are for, participate in, and follow-up of evaluation visits of member and applicant institutions . 

Teacher, Evangelical Christian School, Fort Myers, Florida (August 1998 - August 2000) 
• Taught history, science, mathematics, reading, and spelling to junior high stude nts. 

Assistant to Project Director, U.S. Peace Corps, Radom, Poland (May 1998 - August 1998) 
• Assisted in a 3-month training program for new Peace Corps Volun teers to Poland . 

Teacher, National School of Public Admin istration, Warsaw, Poland (September 1997 - February 1998) 
• Taught practical and conversational English to Polish civil servants . 

Conference Organizer, United Nations, Warsaw, Poland (August 1997 - October 1997) 
• Organized and directed the Fall 1997 Model U.N. Conference, Plock, Pol and. 

Volunte er/Engli sh Teacher, U.S. Peace Corps, Poland (August 1994 - August 1997) 
• Taught practica l and conversational English to all levels of high school stud ent s. 
• Crea ted, developed, and organized an Eng lish language library . 
• Organized and directed the Fall 1995 Model U.N. Conference, Kieke, Poland. 
• Prepared and led student delegations to 6 Model U.N. Conferences. 

TRAINING AND SKILLS 

Completed United States Peace Corps training program, Plock, Poland Gune 1994 - August 1994). 
Trained in the Polish, German, and Spanish languages . 
Certified literacy volunteer/English tutor, Literacy Volunteers of America, Leon County, Florida (1994). 
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RESUME 

EDUCATION: Graduate of Sardis High School 
June 1966 

Graduate of Gadsden State Junior College 
May 1968, A.S. Degree in Business 

Graduate of Jacksonville State University 
December 1970, B.S. Degree in Physical Education 

Minor in History 

Graduate of Jacksonville State University 
May 1975, M.S. Degree in Guidance and Counseling 

Graduate of University of Alabama - Birmingham 
August 1984, Ed.S. in School Counseling 

Graduate of University of Alabama 
December 1990, Ed.Din Educational Administration 

SPECIAL CERTIFICATION 

Received certification by the State of Alabama as a 
Licensed Professional Counselor - 1984 

Received certification by the State of Alabama as a 
Licensed Professional CoW1selor Supervisor - 2007 



Ronald T. Mosley 
Page2 

WORK EXPERIENCE: 

January 2007-present: Served at various times in part-time 
consulting and counseling activities with local Boards of 
Education, Dayspring Center for Christian Counseling, 
Resource Center for Technology, Veterans' Administration, 
and as an Independe nt Program Evaluator/Team Chair for the 
Accrediting Council for Independent Colleges and Schools 
(ACICS.) 

August 2000 - September 1, 2006: Superintendent - Etowah 
County School System 

Duties: Served as Chief Executive Officer of a public K-12 
school System in Northeast Alabama. The System serves 
approximately 10,000 students in twenty-one schools with 
over 1,000 employees. Duties included, planning, organizing 
and directing all functions of the system. Major 
accomplishments include a $36 million capital building 
program that included constructing five (5) new high 
schools, academic achievement scores that ranked in the top 
three (3) of all county school in Alabama and the 
implementation of programs that help maintain safe, clean 
and orderly schools that included School Resource Officers, 
Nurses, Social Workers and an Alternative High School. 

January 1996 - May 2000: Program Coordinator - Darden 
Foundation, Gadsden, Alabama 

Dutie s: Coordinated all program activities for the 
Foundation in a four ( 4) county are~ involving 
evaluation, work adjustment and job placement 
of disabled consumers, supervised special 
projects with the State of Georgia Divi sion of 



Ronald T. Mosley 
Page3 

Rehabilitative Services , Veteran Administration, Department 
Human Resources, private business and industry, and served 
as State of Alabama coordinator for NOCTI (National 
Occupational Competency Testing Institute). 

January 1994- January 1996: Alabama State Department 
of Education - State Specialist in Trade, Industrial and 
Technology Education, Montgomery, Alabama 

Duties: Plan, coordinate and direct the work of district 
specialists, curriculum specialists, student organization 
director, printer and office personnel. Assist in directing 
and coordinating review teams. Recommend action concerning 
state office and field office budgets, make recommendations 
to State Director pertaining to Trade , Industrial, and Tech ­
nology Education. futerpret to local Boards of Education and 
other state laws relative to Trade , Industrial and Technology 
Education. 

April 1991 - January 1994: Alabama State Department of 
Education, Division of Rehabilitation Services. Vocational 
Director , Darden Rehabilitation, Gadsden, Alabama 

Duties: Coordinate client services, coordinate all activities 
involving evaluation and work adjustment counselors , 
coordinate community services, conducted inservices, conduct 
staff development and appraisals and develop new procedures 
and activities . 

August 1989 - Apri l 1991: Alabama State Department of 
Education, District Specialist in Trade, Industrial and 
Technology Educat ion, Northeast, Alabama 

Duties: Provide technical assistance to Local Boards of 
Education, on-site evaluation and monitoring of programs, 
curriculum and instructional materials development, personnel 

------ -···-·-- . - -
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and leadership development, District VICA Advisor and 
monitoring and technical assistance of Special Needs Projects . 

August 1988 - August 1989: Vocational Director - Etowah 
County School System , Attalla, Alabama 

Duties: Serve as principal of the Area Vocational School, 
prepare the vocational budge~ work with agribusiness, home 
economics and business education units at six (6) high schools, 
promote vocational education to the local business and industry 
and regulate all vocational activities in the school system. 

September 1985 - August 1988: Vocational Counselor / 
Assistant Principal - Etowah County Vocational School 

Dutie s: Counseling with added administrative duties 
including supervision of Special Vocational Programs, 
assisting with the day-to-day operations of the school and 
teacher evaluations. 

June 1982 - September 1985 : Vocational Counselor, 
Etowah County Vocational School 

Duties: Organize and supervise a comprehensive guidance 
and counseling assessment , and career information program 
at the school. Additional duties : Recruitment of students to 
the area vocational school. 

September 1978 - June 1982 : Trade and Industrial Education 
Coordinator at Sardis High School, West End High School and 
Etowah County Vocational School 

Dutie s: Organize , supervise and coordinate a cooperati ve 
~ducation program in three (3) schools and served as VICA 
Advisor for the local club . 



Ronald T. Mosley 
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September 1974 - June 1978: Guidance Counselor at West 
End High School, Walnut Grove, Alabama 

Dutie s: Provide guidance and counselin g for Grades 7-12 . 
Additional duties: Head Track Coach and S.G.A. Advisor. 

Septemher 1971 - June 1974: Secondary Education Teacher 
at Sardis High School, Boaz, Alabama 

Duti es: One year - Social Studies Teacher , two (2) years -
Phy sical Educati on Teacher . Additional duties: One year ­
Head Bask etball Coach, three (3) years -Head Track Coach, 
one year - Head Baseball Coach, three (3) years - Assistant 
Varsity Football Coach . 

January - June 1971: Elementary teacher at Carlisle 
Elementary School, Boaz, Alabama 

Duties : Fourth and Fifth Grade Teacher - Reading, Ma~ 
and Phy sical Education. 
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Fawzi BenMessaoud , Ph.D. 
Objective: To apply my organizational, administrative, analytical, business intelligence, higher 

education experti se, and e-leamin g skills to your organization's operations and support 
functions in an academic position. 

COR E COM PETENC IES: 

• Proj ect Man agement • Technology Integration • Strategic Business Plannin g 
• Software Development • Systems Architechire • Business Intelligence 
• Risk Assessment • Curriculum and Product Developmen t • Data Analytics 
• Change Management • Regulatory and Complianc e • Accomplished Spokesperson 

EX PERI ENCE : 
June 2013 to Present 
School of Inform atics and Computing 
Faculty (Online and On Ground) 

Indiana University & Purdu e University (IUPUI) 
Indianapolis, IN 

• Human-Computer Interaction and Info1matics courses. 

June 2013 to Jun e 2016 Campus Performance & Intrall ect, Carmel, IN 
Chief Learning Officer 
• Design and develop Educational Technology systems. 
• Implement lnstm ctional Technology integration and oversees all content creation and 

development teams from 4 to 5 different countries. 

October 2011 to May 2013 Wonderlic, Inc. Vernon Hill , IL 
Senior Director, Learning and Technology 
• Direct intern al and external teams to design and develop content, including interactive lea.min g 

and assessment materials. 
• Direct and develop academic technology solutions and design learning and assessment systems. 

July 2009 to July 2011 Corinthian Colleges, Inc. Santa Ana, CA 
A VP of Curriculum Design and Instructions 

• 

• 

• 
• 

• 

• 

Direct several teams of Instructional Designers (IDs), Subjec t Matter Expe11s (SMEs), 
Technology Integrators, and courseware authors while working with pub lishers and 
hardware/software vendors on the delivery of instm ctional development and instructional 
technology se1v ices for all 122 online and on ground Corinthian schools. 
Manage a multi-mi llion dollars budget to design and implement content development in the area 
of Business, Information Technology, Health Sciences, Criminal Justice, and Paralegal programs. 
Manage and track over 80 million dollars contracts with major global publi shers . 
Research, select, and integrate Academic and lnstmc tional Technologies for all pro grams online 
and on ground. 
Maintain industry knowledge, expert ise, and cuni.culum compliance materials with professional 
associations and accreditation agencies both state and national. 
Design and develop Academic Affa irs and Operations training for deans, chairs, and faculty . 



August 2008 to June 2009 Chancellor University Cleveland, OH 
Director of Curriculum Design and Developm ent 

• 

• 

• 

• 

Direct the design, deve lopment, and delivery of instructiona l strategies, course materia ls, 
assessme nt techniques, appropriate integrat ion of instructional technologies and best practices in 
all online and on ground programs. 
• Worked directly with Jack Welsh and designed the Jack Wel sh MBA program 
Support the instructional design and delivery for all facu lties teaching online and provide 
materia ls for their training and the selection of electronic delivery methods, use of instructional 
software , and effective leveraging of the instit ution's Learning Course Management System. 
Research and implement curriculum best practices, instructional resources, instructional 
technologies and hardwar e/softwa re to support teaching and learning for on ground and online 
program s. 
Design, develop, and deliver workshops and online training to faculty and staff in the use of 
instructional technologie s, instructional and pedagog ical design, and educational best pract ices. 

July 2007 to August 2008 Education Corporation of America Birmingham, AL 
SVP of Academic Affairs , Chief Academic Officer 
• Direct s the necessary procedures and works with all college presidents to provid e leadership and 

corporate support on business and academic operationa l and strategic planning, instructiona l 
program s and resources allocation, and the campuses overa ll P&L responsibi lities, budgeting, and 
forecas ting. 
• Performed an instructional cost analysis and scheduling optimization that reduced the number 

of sections by 28% and ensured remaining on target for a positive EBITDA. 
• Worked with Marketin g, Admiss ions, and Career Serv ices and designed a standard produc t 

knowledge outline then developed a prototype that meets the different targe t audiences and 
could be used by Education, Admissions, and Career Services. 

• Created the scheduling process and data flow to interface the administrative system 
(Campus Vue) with the scheduling software applicat ion (Astra) result ing in an efficient 
process and routines to optimize the use of facility, equipments, and faculties and significan tly 
reduce the instructional cost. 

• Created a compre hensive matrix identifying all the academic affairs processes and procedure s 
for deans and program directors and mapped them to the business function s and report s in the 
company's admin istrative system. This "Deaning Matrix" resulted in increased efficiency and 
created the framework for specialized deans and program director s training, monitoring, and 
measunng. 

• Prepare s and administers the necessary procedures to ensure compliance with all appropriate 
accreditation, federa l, state and institutional policie s and regulations. 

• Develops and implements plans for programs and curriculum offerings, student s' and faculty's 
support and satisfaction programs for all schools in the ECA system. 

• Direct all other academ ic affairs operationa l monitorin g and training for all schools using the 
corporate Performanc e Support Systems. 

• Direct the design and development of new programs and ensures the sourcing and outsourcing of 
courseware and all instructional materials by managing relations with all vendors involved in the 
cmTiculum design and deve lopment. 

• Design and implement the Academic Affairs policies and operationa l processes and procedure 
and work with the Exec utive team on corporate strategy and plannin g. 

June 97- June 2007 ITT ESI Indianapolis , IN. 
Corporate Manager of Curriculum (August 2003 to June 2007) 



• Design and develop new programs online and onsite at the associa te, bache lor, and masters levels 
and manage and direct the revision and update of curriculum in Business, Criminal Justice, and 
Information Security. 
• Designed and developed an Information System Securi ty program and mapped its content to 

the NSA Information Security Assurance standard s. Program was appro ved by the NSA 
CNSS in April 2007. 

• Constructed learning activities and integrated lab simulation to deliver Information Security 
System courses online. This project was selected among top 101 Best Practi ces in Integrating 
Technology with Higher Education for 2005 by Campus Technology magazine. 

• Manage cun-iculum developmen t projects with publishers and oversees courseware and content 
depth , rigor, and instructional design with subject matter experts, editors, and instructio nal 
designers. 

• Develop and manage busine ss relations and business exchanges with major hardware and 
software vendors and provider s in addition to publi shers. 

• Create and present program knowledge and curriculum implementation guides to all colleges 
includin g the online school and coordina te with various department s at the corpora te office on 
produ ct knowledge and curric ulum implementation concerning academic affairs, regulatory, 
compliance, and accreditation. 

• Conduct ed data analysis using Cognos BI tools to compile and generate intell igent reports 
identifying courses and programs' perform ance levels and set up intelligent queries for indicators 
and the flagging of issues, problems, and opport unities. 

Dean of Academic Affairs (March 2002 to August 2003) 
• Conducted new and reentry student orien tations and worked with the admissions to track and 

follow-up with no-show and advi se missing students. 
• Managed director s of Admissions, Education, Financi al Aid , and Career Services and brought 

them to work together cohesively to achieve more than 50% increase in enrollment and move 
from the worst classified campus in the region to the number one spot in retention and 
students' satisfaction. 

• Designed and initiated a re-en try program where Admissions, Education, Financial Aid, and 
Career Services worked together and exceeded the re-entry budget by more than 62%. This 
reentry program was recogni zed as a best practice among best of the best by the corporate 
office. 

• Created and implemented an electronic process to audit student enrollment and financial aid 
paperwork and track students at risk and mana ge attrition . The process resulted in helping the 
campus achieve the number one position in the region. 

• Manage and direct all the academ ic and admin istrative function s of the academic affa irs 
department. 

• Schedule and conduct all the faculty profe ssional development activities including in-services, 
workshops, and training sessions. 

• Hire, train , and manage over 65 faculty member s and staff. 
• Cond uct and moni tor all the student s' advising including academic and administrative. 
• Manag e the overa ll curriculum implementation of all the programs. 
• Monitor and maintain the school' s education budget, cost analysis, and forecasting of the 

academ ic affairs department. 
• Develop and maintain the school 's master schedule. 
• Schedule and monitor the acquisition and usage of instructiona l resources and facility equipm ent 

used in the classrooms including computer, drafting, and electronics labs. 

IT Program Chair (June 2001 to March 2002) 



• Hire and train the IT faculty and provide them with academ ic and admini strative support . 
• Sup ervise the curriculum implementation of the four IT programs. 
• Act as the liaison between the faculty, students, and administrative and provide academ ic 

advising. 
• Monitor the campus' netwo rk and assist in the adm inistration, distributi on, troubleshooting, and 

resolution of network problem s and performan ce issues. 

Academic Affairs Manager & IT (Apr il 1999 to June 200 1) 

• 

• 

• 

• 

• 

• 

• 
• 
• 

• 

• 
• 

Manage and dir ect the implementation and assessment of educ ational programs for all 69 colleges 
and prov ide guidance and direction in all acade mic affa irs, IT, and curriculum development. 
Ass ures Academ ic Affairs provid es guidance and input to meet accreditation and regulatory 
standards and mon itors the development and implem entation of all progr ams to ensure academic 
standards are met by instructional staff on each campus. 
Design, deve lop, and implement corporate-wide instructional and academ ic affairs programs and 
training for deans, chairs, and faculty members to promote profe ssional develop ment and 
instructional skills. 
Conduct data analysis and gather feedback and input from all deans and directors of all 69 
colleges to generate shared knowledge and best practices and comm unicate accountabi lities and 
performan ce prese nted to the Operating Committ ee. 
Develop and conduct period ic progress reviews and on-campus visits to evaluate needs and issues 
of the Academic Affairs department in each campus and assure academic performance is 
monitor ed and corrective actions applied as needed. 
Ass ist all college directors in reso lving Acade mic Affa irs, implementati on issues and reso lving 
probl ems pertaining to instruction al equipment , resources, student reten tion, and academic 
performa nce. 
Manage and dir ect the implementation and rollout of the CISCO academy program . 
Org anize and deliver the CISCO academy trainin g of all ITT CCNA instruc tors . 
Condu ct the proof of concept on wireless technolo gy for WAN & LAN app lications working with 
different vendor s including CISCO, Dell , and Compaq using their donated and evaluation 
equipment. 
Analyze all the hardw are and software issues and problem s from all colleges and direct the 
recommendations and resolutions. Report directly to the Operating Committee. 
Conduct PERT, linear regression, decision tree, and simple statistical and real dollar analysis . 
Prepar e and present oral and written data analysis, recommendations, and prop osals to corporat e 
execu tives and the operating committee. 

Information Technology Education Specialist (May 1998 to Apri l 1999) 

• Mana ge the implementation of all IT programs, including Compu ter Network Systems, Multi­
media, Web Design, and Softwa re App licat ion and Programmin g prog rams for 69 Camp uses in 
28 states. 

• Travels to vario us states to setup LANs and configure comput er labs based on variou s programs. 
• Design curriculum, schedule and Conduct IT training includin g networkin g esse ntials and 

trouble shooting for all 69-co llege directors, deans, and IT supervi sors. 
• Coordi nate all IT relat ed functions of the corporate departme nts invo lved in the IT program s 

includin g MIS and Netwo rk Services and report to the senior vice pres ident of operatio ns. 
• Coordinate wi th the MIS depar tment in the desig n, config uration, and setup of added campus 

LANs. 
• Deve loped and tested a multi -platform of Linux , Nove ll, NT, and Dos on a removab le hard drive 

for variou s academic programs that resulted in huge cost savings for the company. 



• Designed and performed a proof of concept on a new network design for the rollout of Pinnacle 
systems for 69 colleges that resulted in increas ing performan ce by 75% and significantly reducing 
the cost. 

• Maintained the Pinnacle servers for all 69 colleges using remot e access and PCAn ywhere with 
TCP/IP to troubl eshoot aJI colleges and maintain the integrity of their databa ses. 

Education Supervisor (December 1997 to May 1998) 

• Supervise all the academic and adminis trative operations of the CAD and Electronics Education 
Department s. 

• Hire , train, and supervise up to 30 Instructor s and Lab Assistants 
• Condu ct student adv ising and solve problem s and issues between student s, Instructors, and the 

Admin istration. 
• Observe instructo rs during class to perform yearly and quarterly evaluation . 

Computer/Electronics Instructor (June 1997 to December 1997) 
• Taught Microproce ssors and Industrial Applications. 
• Microcomput ers Applica tions. 
• Integrated Circuit s and Digital Electronics. 

August 1991 - June 1997 Univ. of Mary Hardin-Baylor Belton, TX. 
Computer Science Adjunct Instructor 
• Taught Visual C++, COBO L, Computer Science & Info Systems, Advanced Micro App licat ions 

using MS-Ex cel, Word , & Access. 
• Manag ement Information Systems , Business Appli cation Development, Operatin g Systems. 
• MS-Window s, Window s NT, MS-Office (Exce l, Word , PowerPoint , Access), Technic al Solution s 

and Personal Productivity, Adva nced Concept s & Techniques in Lotus 1-2-3, dBase III & dBase 
IV , WordP erfect. 

• Taught Managerial Appli cation s on microcomp uters and Oracle . 
• Conducted in hou se corporate training in Advanced Concepts and Techniques in spreadsheet 

applications and database concepts using MS-office & Oracl e. 

August 1995 - June 1997 Central Texas College Killeen, TX. 
CBI Developer 
• Design and develop courseware and curricu lums for online courses in Computer Interactive 

Systems used by the military for distant educat ion. 
• Integrate the graphic design and use of visuals into interactive learning courseware. 
• Select final objectives, layout , and format of the online cmTiculum and train faculty members in 

the delivery of the distant educatio n courses. 
• Work with the programmin g team to ensure sound instruction al design and appropriate 

pedagogical methods are implemented. 

May 1990 - April 1996 ACE Fence Killeen, TX. 
Database Administrator 
• Custom designed, programm ed, and maintained the company' s databa se management system 

using dBase. 
• Analyzed and troubleshot DBMS problems and design and conduct user trainings. 
• Provided and implem ented hardwar e configuration, system maint enance , and support. 
• Designed and maintained spread sheet workbooks using MS -Excel for sales, forecast, and 

financial statement s used by accounting. 

May 1987 - October 1990 Goldman Enterprises Killeen, TX. 



Area Supervisor 
• Coordinated and directed the financial operations and all other related support function s of the 

centers in shopping malls. Planned and organized promotional and community events. Assisted 
the home office in analyzing and solving problems dealing with business growth and customer 
satisfaction and service. 

EDUCATION: 

Ph.D. School of Business and Technology , Capella University 2007 
• Dissertation "Rise of Intelligent Organization: Using BI Tool s to Build Intelligent Knowled ge 

Capital. " 
Major: Information Technolo gy 
Support Area : Knowled ge Mana gement and Business Intelligence 

1989 - 1991 Univ. of Mary Hardin-Baylor Belton, TX 
• MBA , University of Mary Hardin-Baylor, Belton, Texas with emphasis on Information 

Management Systems. 

1983 -1987 Wayland Baptist University Plainview , TX 
• Bachelor of Science degree in Computer Information Technology, 
• Associate Degree in Electronics Engineering Technology. 
• Deans List of Honor 5 out of 8 semesters at Colle ge. 
• Outstanding College Students of America . 
• Initiated and directed an International Student s Fellow ship program that became a regular 

university program. 

OTHER ACCOMPLISHMENTS: 
• Serves as a team chair of accreditation evaluation for ACICS in Washington DC. 
• Serve on the Intermediate Review Comm ittee (IRC) for ACICS in Washington DC. 
• ACICS evaluator with over 80 school evaluations and accreditation visits at all levels. 
• Selected by the Federa l Bureau of Investigat ion, completed the selection process successfu lly and 

was offered an FBI Special Agent position in Counter Intelligence. 
• Received employee of the month award twice in one-year period and was nominated employee of 

the year. 
• Induced to Who's Who among America's Teache rs for 2002 . 
• Coordinated and assisted in the development of church program s for inner city Chicago. 
• Induced to Who's Who in Leading American Exec utives for 1992/1993. 
• In addition to English, read, speak , and write fluent French and Arabic. 
• Member of PMI , IEEE Computer Society, ACM, and Computer Security Institution (CSI). 

COMPUTER SKILLS: 
• Profici ent in Cognos BI tools and QIQ 
• Profici ent in Windows, MS-Office (Exce l, Access, Word , PowerPoint), dBase, MINITAB , SPSS, 

ORACLE , and other applications software. 
• Profici ent in Internet, Intranet, WAN and LAN design and deployment. 
• WI-FI and Wireless Technolo gies 
• Netwo rk Security and Risk Mitigation 
• Computer programming in dBase, COBOL, C++. 



• Comp leted the CISCO CCAI academy trainin g with a 97 average. 
• MCT cert ified, in the process of completing CISSP and PMP. 

PUB LICA TIONS AND PRESENT A TIO NS 

BenM essao ud F. (Jul y, 2015 ). ICT -BDCS 20 15--lnfoComm Technologies: Big Data, Cloud and Secur ity. Global 
Science and Technology Forum 6th Annual International Conference, Singapore. 

BenMessaoud, F., MacDorman, K. F. & Gadde, P. (2015). Integrating business intelligence to manage 
campus operations , improve performance , and master outcomes. In S. Carliner, C. Fulford & N. 
Ostashewski (Eds.), Proceedinf?S of EdMedia: 2015 World Conference on Educational Media and 
Technology 2015 (p. 617). Assoc iation for the Adva nceme nt of Computing in Education (AACE), 
Montreal, Canada. 

BenM essao ud F. (2015). Using Active Learning Pedagogy and the KDKA Instructional Design Model in 
Curriculum Development. Career Education Review, October 2015, Section I, p29. 

BenMessaoud, F., & MacDorman, K. F. (2013). Focus on learning not teaching: Using intelligent learning 
systems to master retention and outcomes. Accrediting Council for Independent Colleges and 
Schools. November 7-9, 2013. Jacksonville , Florida. 

BenM essao ud F. (Jun e, 2011). Using Touch Technology to Build Interactive Learning and Teaching 
activiti es. ED -MEDIA 2011- -World Confer ence on Ed ucational Multimed ia, Hypermedia & 
Telecomm unic ation s, Lisbon, Portu gal. 

BenM essao ud F. (March, 2011) . Technology in Interactive Learning and Teaching. Global Learn As ia 
Pacific 201 1--Global Con ference on Leamin g and Tec hnology, Melbourne, Austra lia. 

BenM essao ud F. (Jun e, 2010). Educational Technology Integration and Interact ive Learning. ED-MEDIA 
2010 --Wo rld Confere nce on Edu cational Multim edia , Hypermedia & Te leco mmuni ca tion s, Toro nto, 
Canada . 

BenMessaoud F. (Jun e, 2009). Instructional Technology for 21st Century learners. ED-MEDIA 2010-­
Wor ld Confer ence on Ed ucational Mu ltim edia, Hyperm edia & Te lecommuni cat ions, Wa ikiki, 
Hawaii . 

BenMessao ud F. (October, 2009). Building Sustainable Online Content. E-Lea rn 2009--Wo rld Conference 
on E-Leamin g in Corporate, Gov ernment, Health care, and Hi gher Educat ion, Vancouver, Canada. 

BenMessaoud F. (October, 2009). KDKA a 21st Century e-learning Model. E-Learn 2009-- World 
Co nference on E-Leamin g in Corpo rate, Gove rnm ent, Hea lthcare, and Hi gher Ed uca tion , Va nco uver , 
Canada . 

BenMessaoud F. & Squires J . (June, 2008). Exploring Virtual Worlds as a Method for Delivering Online 
Education. 2008 Wo rld Ed ucational Media Conferen ce, Vienn a, Austr ia. 

BenMessaoud F. (Jun e, 2007). Rise of Inte lligent Organization: Using BI Tools to build Intelligent 
Knowledge Capital. IEEE EIT 2007 Interna tional Conference , Chicago, Illinoi s. 



SUSA N MAGO 

PROFESSION AL EXPER IENCE 

Regional Director Minnesota School of Business/Globe University Woodbury , MN 
Operations 
2008 - present 

Accountab le for overall operat ions of six campuses with in the 
Minnesota School of Business/Globe University network including 
admissio ns, academ ic services , academic delivery , financ ial aid, and 
career services 

Experienced accreditat ion evaluator , team chair, and member of 
Intermediate Review Committee for the Accredit ing Counc il for 
Independent Colleges and Schools (ACICS) for over fifteen years 

Campus Director Minnesota School of Business Blaine, MN 
2007 - 2008/2013 - present 

• Supervision and mentoring of campus leadership team 
• Staffing of start-up campus 
• Accountable for all areas of operations 
• Serve on faculty committees and business advisory boards 
• Accreditation evaluator, team chair, and member of Intermediate Review 

Committee fo r the Accrediting Counci l for Independent Colleges and Schools 
(ACICS) 

Campus Director Minnesota School of Business Brooklyn Center , MN 
1995 - 2007 

• Supervision and mentoring of campus leadership team 
• Accountable for all areas of operations 
• Serve on faculty committees and business advisory boards 

EDUCAT ION 

PhD Doctoral Candidate University of Minnesota Minneapolis, MN 

BS in Education 

Current status: A.B.D. (Dissertat ion stage) 
Program: Work and Human Resource Education 
Department: Organizational Leadersh ip & Policy Development 
College : Education and Human Development 

University of Minnesota Minneapolis , MN 



Resume 

Dr. Robert Bob) Palm atier 

A dynamic accomp lished educational profess ional with a demonstra ted record of building and 
developing clmiculum and academic programs. A stra tegic, tactical leader and acknowledged catalyst 
for educationa l improvements and managing students. Specific experti se in teaching , managing faculty , 
cmTiculum, coaching and lea.ming developmen t, prob lem solving, and resolu tion. 

EXPERIENCE 

Wan en Allen: Educational Services LLC, Frederiks ted, USVI , 2007 -Present 
CEO/Owner- Company prov iding educational se1vices to colleges and accrediting agencies. 

Fo11is Institute , Birmingham , AL 2009 -2012 
Academic Dean - Respons ible for management of all educational se1vices at 700+ student career 
colleges. 

Virginia College and Education Corporation of America , Birmingham , AL 2002 -2005 
Vice President, Externa l Relations(ECA)- Developed cmricu lum for instmct ional programs at all 
campuses , including deve lopment of accreditation applications and implementation plans , and 
paiticipated as member of compliance and quality contro l team. 

Campus President (VC)- manager of 2,300 student main campus including financial planning 
and moni tming , academic programs, admiss ions, support se1vices. 

Corporate Director of Career Se1v ice (YC) - Planning and Placement (VC). Charged with 
development and coordination of policy and programs for all cai·eer services, career planning , 
placement , and employer and graduate support. 

Corporate Directo r of Institutional Effective ness and Resource (VC)s - Respo nsibility for 
providing suppo1t and guidance in effective use and organizatio n of institutional resources . 

Board of Educat ion, Bi..nningham, AL 1981-2001 

Principal of Glen Iris Elementaiy School -Se1ve d students in grades K-5. School grew from 450 
to 750 students dming tenure. Program serves as obse1vat ion and paiticipation site for teacher 
education students from three colleges. Recognit ion received for outstanding programs in 
community education, partne rs in education , and Reading Recovery . State rating moved from 
Caution to Clear. 

Manager , Division for Instmction - Respons ibilities included program development and 
in1plementation, monitoring of instmct ional programs , and in-se1vice education for profes sional 
staff for 30,000 students. Assignments involve all grade levels K-12. One of seven members of 
Superintenden t ' s Cabinet having responsibi lity for direct supe1v ision of schoo ls. 



Principal Banks High Schoo l - Oversaw an academic alternative program focused upon 
internatio nal studies open by admission only to residents in the city of Birmingham. 
Responsibilities included development of recruitment program, curricu lum modification, staff 
reorientation and public relations along with general management of staff and physical plant 
operation. 

Program Specialist - Coordinated system-w ide developmental and remedial reading for grades K-12 and 
administration of Chapter I compensatory component. 

Northwestern State University, Natchitoches, LA 1977-1981 
Professor of Elementary Education- Served as Graduate Coordinator , Grant Project Director, 
Graduate Council Member and Liaison with public school projects and state department of 
education. Successfully chaired effort to remove "probationary" status from doctoral program 
accreditatio n. 

University of Georgia, Athens, GA 1968-1977 
Associate Professor of Reading Education- Served as Grant Project Director, Conference 
Coordinator, and Graduate Faculty Member. Proposed and estab lished the Student Learning 
Improvement Center, and established demonstration program in secondary and adult reading. 

EDUCATION 

University of Alabama, Birmingham, AL 
Post Doctoral Work Educational Administration. 1983-1984 

Northweste rn State University, Natchitoches, LA. 
Post Doctoral Work Educational Supervision. 1979-1981 

Syracuse University, Syracuse, NY 
Ph.D Reading Education; Minors: Psychology, Specia l Education, 1968 

Syracuse University, Syracuse, NY 
MA Remedial Reading, 1968 

Houghton College , Houghton, NY 
BA History; Minors: Education. Psychology, 1961 

ORGANIZATIONS 

Accrediting Council of Independent Colleges and Schools (ACICS), Washington D.C. 2001- Present 
Evaluator and Team Chair- Serve as an evaluator for ACICS. Evaluated over 100 locations / 
coveri ng computer networking, online/distance education, and business programs. 

AIDS Alabama, Birmingham, AL 2007 to 20013 
President of Board of Directors - Served in all Board officer positions for non-profit agency 
operating as fiscal agent for state and federal funds serving HIV/AIDS clients, with $8,000.000 
budget 

Caribbean Museum Center for Arts, Inc., Frederiksted , USVI 2014-present 
Member of membership committee and art exhibit installer 

CERTIFICATIONS 



Alabama Rank A Elementary Secondary Teacher; Grades N- 12 Reading 
Alabama Rank A Supervisor; Grades N-12 Reading 
Alabama Rank 1 Superintendent; Grades N-12 (includes N-12 Principal) 

PUBLICATIONS 

Articles in Nationa l Level Journals . . . . . . . . . . . . . ............................................................. 26 
Articles in State Level Journals .... . .. . .. . .. . . . . .. . .. . .. . .. . .. . .. . .. . ..... .. . . . . .. . . .. .. . .. . . .. .. . .. . .. . . . . ..... . .. 3 
Chapters in Books . . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .... . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .... . .. . . .. .. . ... 5 
Monographs ........................................................................................................ 22 
Books .................................................................................................................. 2 
Tests . .. . . .. . .. . .. . . . . .. . .. . .. . .. . .. . .. . .. . . . . .. . . . . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . . . . .. . .. . . .. .. . . .. . . . .. . . . . . 1 
Project Evaluation Reports .. . . . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .... . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . .. . . 2 
Miscellaneous ........................................................................................................ 6 

AW ARDS AND OFFICES HELD 

Awarded a Certificate of Recognition for Outstanding Educationa l Leader ship and Community Service 
by Senator Roger Smitherman , District 16, Jefferson County, February 2002. 

Received Resolution from Birmingham City Council in recognition of achievements during 20 years in 
the employment of Birmingham Public Schools, January 2002 

Elected Area Coordinator for Phi Delta Kappa Chapters in North Alabama, 2000, 2002. 
Elected President of Greater Birmingham Chapter of Phi Delta Kappa, 2000. 
Honored as winner of Principal's competition for new partners by the Partners in Education Advisory 

Board, Birmingham City Schools, 2000. 
Elected Vice President for Programs of Greater Birmingham Chapter of Phi Delta Kappa, 1999. 
Cited for contributions to community education by resolution of the Birmingham City Council, 1999. 
Honored as Principal of the Year by the Alabama Community Education Assoc iation, 1999. 
Appointed to the Partner s in Education Advisory Board of Birmingham City Schools, 1998. 
Elected Newsletter Editor of Greater Birmingham Chapter of Phi Delta Kappa , 1997. 
Elected to Super intendent 's Advisory Committee for Birmingham City Schoo ls, 1998. 
Elected to Area III of Birmingham City School System Principals' Leadership Committee, 1998. 
Elected President-elect of Birmingham Principal s' Association, 1989. 
Appointed to Executive Board of Birmingham Principal s' Association, 1988. 
Appointed as reviewer for Journal of Reading. publication of the International Reading 

Association, 1988-9 l. 
Selected for membership on Birmingham News Advisory Board, 1987. 
Selected as Southeastern Regional Facilitator/Disseminator for National Association for Foreign 

Student Affairs, 1986. 
Elected as Area Ill Secondary Representative to Superintendent's Principal Forum, Birmingham 

City Schools , 1985. 
Appointed to Steering Committee for Ninth Southeastern Regional International Reading Association 

Conference, 1982-83. 
Appointed to Governor's Council for Quality Education in LA, 1981. 
Appointed Chairman of Graduate Admissions and Retention Committ ee, Department of Elementary 

Education, Northwestern State University, 1978-80. 
Appointed Chairman of Subcommittee for Development of Graduate Faculty Appointment Guidelines 

and Procedures, Graduate Council, Northwestern State University, 1979-80. 
Appointment to Graduate Council, Northwestern State University, 1979-80 
Elected President of LA College Teachers of Reading Association, 1979. 
Appointed to Research Proposal Review Committee for Annual International Reading Conference 



Program, 1978, 1979. 
Elected Chairman of LA State Literacy Council, 1978-80. 
Elected to Phi Delta Kappa, 1978. 
Elected President of GA Council of Reading Professors, 1977. 
Appointed to Research Committee of the GA Council of International Reading Association, 1976-77. 
Elected to Phi Kappa Phi, 1976. 
Listed in first edition of Who's Who Biographical Record-Child Development Professionals. 1976. 
Appointed to Editorial Review Committee of the National Reading Conference Annual Yearbook. 197 5. 
Appointed Editor of Epistle ~ the publication forum of the Professors of Reading Teacher Educators 

Special Interest Group of the International Reading Association, 1975. 
Elected President of Northeast GA Council of the International Reading Association, 1974-75. 
Elected to Chairmanship of Faculty Admissions Committee, University of GA, 1974. 
Listed in the first edition of The Compendium " ... an international biographical index of persons of 

eminence in exceptiona l education.", 1974. 
Listed in seventh and eighth editions of Personalities of the South. 1974 and 1977. 
Elected to Faculty Admission Committee, University of GA, 1983. 
Elected Vice-president of Northeast GA council of International Reading Association, 1973-74. 
Elected Chairman of Professors of Reading Teacher Educators Special Interest Group of the 

International Reading Association, 1973, 1974, 1975, 1976, 1977, 1978. 
Nominated by University of GA College of Education for Outstanding Young Educator Award by 

Athens Rotary Club, 1973. 
Invited to Membership in International Platform Association, 1972. 
Elected Treasurer of Southeastern Regional Secondary Reading Special Interest Group of the 

International Reading Association, 1972-73. 
Listed in eighth edition of Dictionary of International Biography. 1971. 

OTHER PROFESSIONAL ACTIVITIES 

Workshop Presenter, Birmingham Area Regional Inservice Center 
Workshop Presenter, Montgomery County Principal's Academy, Montgomery, AL 
Workshop Presenter, Center Street Middle School Staff Development, Birmingham, AL 
Delegate to 2000 Regional Legislative Assembly of Phi Delta Kappa in Savannah, GA 
Trained in Strategic Planning Process by Cambridge & Associates of Montgomery, AL 
Trained in Effective Schools Process and experienced four years of implementation at the 

elementary school level. 
Member of system-wide technology committee for Birmingham City Schools from 1996-2001. 
Coordinated Program planning for the 1996 Stanford Achievement Test Score Improvement 

Workshop for all certificated staff in the Birmingham School System. 
Attended Great City Schools Seminar on Raising Academic Standards in Chicago, Illinois. 
School System Representative to Summer Compact Institute at Chesapeake Bay-Aspen Institute, 

Annapolis, MD 
Member of Evaluation Team for Compact Project in Pueblo, CO 
Certified in Curriculum Audit School System Evaluation Process through five day training course in 

Albuquerque, NM 
Coordinated specification and planning process, including an architectura l design competition, for the 

Oxmoor School, Birmingham, AL 
Planned and performed in Stanford Achievement Test Preparation video series taped and played on 

Birmingham City Schools Instructional Television network. 
Wrote grant proposal for establishment of model school and teacher retraining program to be funded by 

Greater Binningham Foundation. 



Chaired Birmingh am City Schools Central Office Southern Association Accreditation Study and wrote 
report for visiting committee. 

Served as reader for City-Wide Academic Bowl competitions and tournaments for 15 years. 
Attended Promi sing Practic es in Educa tion Conference presented by Baltimore City Schools, Baltimor e, 

MD 
Coordinated coopera tive project of Birmin gham City Schoo ls and Birmin gham Police Department to 

implement Sarah Brad y Gun Control Project. 
Certified as a state trainer for Leader 1 2 3, a Nationa l Secondary and Elementary Schools Workshop for 

principa ls, and served as presenter and coach for severa l training sessions. 
State Trainer for the Alabama Professional Education Personnel Eva luation System for principals and 

assistant principals. 
Certified as evaluator for the Alabama Professiona l Education Personnel Evaluation System for 

teachers. 
Attended Leadership Conference for school system curriculum specialists presented by Harcourt, Brace 

Publishers in Orlando , FL 
Served on Southern Association of Colleges and Schools visiting teams for Mt. Olive Elementary 

School and Gardendale High School. 
Attended Major School System Conference of the College Board in Atlanta, GA. 
Attended 1994 Conference of the American Assoc iation of School Administrators in San Fra ncisco, CA 
Trained in Technolog y Implementation by Computer Cun-iculum Corporation in San Francisco, CA 
Member of the training team for training of administrators in Alabama Per sonnel Evaluation Program in 

Mobile, Birmingham, Tusca loosa and Montgomery. 
Trained in implementation of Alabama State Department of Education Buildin g Based Support Team 

model. 
Attended Schools that Work Conference in San Francisco, CA 
Attended meetings of College Board in NY City, Austin, TX , New Orleans, LA and Chicago, IL 
Developed and managed Admini strative Assessme nt Center for evaluation of potential administrators in 

Birmin gham City Schools. 
Attended International Magnet School Conference in Kansas City, MO 
Attended technology conference presented by Wasatch Corporation in Orlando, FL 
Attended Educational Manage ment Group 's Tech nology Conference in Phoenix, AZ 
Presented at Alabama Reading Association Conferences in Birmingham, Auburn, Hunt sville and 

Montgomery. 
Speaker, 1983 Profess ional Development Workshop for Health Occupation Ed ucation, 

Birmin gham, AL 
Consu ltant, Northwestern State University Laboratory School , Natchitoc hes, LA 
Group Leader, Sixth Leadership Conference in Reading and Language Arts, Pacific Grove, CA 
Keynote speaker, Iberia Parish Teache r Inservice Workshop, New Iberia , LA. 
Consultant, Vernon Parish Board of Educat ion, Leesville, Pickering, Evans, Pitkin, and Rosepine, LA. 
Project Director , Project MORE (Model Organization for Reading Education) SPUR College 

Project, Northwestern State University, Natchitoches, LA. 
Evaluator , Proj ect CORE (Civics Oriented Reading Education) , Huntin gton High School, 

Shreveport, LA. 
Workshop Speaker, Rapides Parish Title I Reading Program, Alexandria, LA. 
Keynote Speaker, Northwood High School Feeder System Inservice Work shop, Shreveport , LA. 
Luncheon Speaker, Caddo-Bo ssier Literacy Council, Bossier City, LA. 
Keynote Speaker, Jackso n Parish Inservice Workshop, Jonesboro, LA. 
Speaker, Cenla Council of International Reading Assoc iation, Alexandria, LA. 
Speaker, Nichols Counci l of International Reading Association Thibdou x, LA. 
Membe r, Louisiana State Language Arts Curriculum Guide Development Comm ittee, Baton Rouge, LA. 
Consultant, Comm unity Involvement for Reading Improvement Effort, Louisiana State Office 



for Readin g Improvement/Ri ght to Read , Shreveport , Lafayett e, and Monro e, LA. 
Consultant, Caddo Parish Board of Education , Shreveport , LA. 
Consultant, Winn Parish Board of Education, Winnfi eld, LA. 
Consultant , Northwe stern LA Consortium for Reading Improv ement , Natchitoch es, LA. 
Consultant , Charlotte City Schools Summ er Reading Program , Charlotte, NC. 
Pre-publication Text Reviewer , Wadsworth Publishing Company. 
Consultant, Heart of GA Cooperative Education Services Center, Dublin GA. 
Consultant , Southwest Region al Education Center, Albermarle , NC 
Consultant , Adult General Education Division, DeKalb Community College, Decatur, GA. 
Consultant, DeKalb County Board of Education , Clarkeston, GA. 
Consultant, East Baton Rouge Title I Program, Baton Rouge, LA 
Consu ltant, Gifted Student Program, Morgan County Schools, Madison, GA. 
Consultant , Alamance County Board of Education , Graham , NC 
Consultant, Expanded Food and Nutrition Program , Cooperative Exten sion Service, Athens, GA. 
President , Educational Deve lopment Enterpri ses, Inc. Natchitoche s, LA 
Consu ltant, North GA College Pre-service Training Program in Reading, Dahlone ga, GA. 
Consultant , GA State Right to Read Program , State Department of Education, Atlanta, GA. 
Pre-publication Text Reviewer, Houghton Mifflin Company, Boston, MA 
Consultant, South GA College Faculty Development Program , Dougla s, GA. 
Consultant , Appling County Board of Education, Baxley , GA. 
Consu ltant, Buncomb County School s, Asheville, NC 
Member, Special Studies Advisory Committee , Univer sity of GA. 
Consultant, South ern Mississippi State University, Hattiesburg, MS 
Member, Communications Advi sory Board of Atlanta Area Techn ical School , Atlanta , GA. 
Pre-publication Reviewer, Little, Brown and Company , Boston, Massachusetts. 
Consultant, Literacy Action, Inc. Adult Reading Academy Program, Atlanta, GA. 
Chairman, Faculty Admiss ions Committ ee, University of GA , Athens, GA. 
Project Director , University of GA Special Services Project, Athens, GA. 
Consultant , Bim1ingham City School Right To Read Program , Birmin gham, AL. 
Consultant, Bessemer City Board of Educ ation , Bessemer, AL. 
Consultant, Homewood School District, Homewood, AL. 
Consultant , Dougl as County Board of Education, Douglasville, GA. 
Pre-publication Text Reviewer, Allyn and Bacon Publi shers, Boston, MA 
Director , Regional Adult Literacy Service , Athens, GA. 
Consultant, United States Office of Education, Right to Read Effort , Washington, D.C. 
Consu ltant, Bibb County Board of Education , Macon, GA. 
Consu ltant, North east GA Cooperative Educational Service Agency, Athen s, GA. 
Consultant, Wilkes County Compreh ensive High School, Washington, GA. 
Consultant, GA Department of Offender Rehabilitation Training Conference, Athens, GA. 
Evaluator of Innovative Programs for NY State Department of Education, Albany, NY. 
Pre-publication Text Reviewer , D.C. Heath Company, Boston, MA 
Visiting Profe ssor, Appalachian State University Exten sion at Charlotte , NC 
Consultant, EPDA Training Institute for College Readin g Instructor s, Dodge City Community 

College, Dodge City , KS. 
Interview Guest, Forum on WGTV Televi sion, Athen s, GA 
Chairman , Pre-convention Institute on Model Readin g Programs, International Readin g 

Assoc iation 1973 Convention, Denver, CO. 
Interview Gue st, Panorama (Interview program hosted by Lenora Cave) on WGAU Radio 

Athens, GA. 
Inservice Lecturer, Lyons Middle School, Athens, GA. Speaker, Clarke Central High School 

Parent/Teac her/Student Assoc iation, Athens, GA. 



Member, Communiversity Coordinating Council, Athens, GA. 
Director, Project Survival: A Right To Read Community Based Program, Athe ns, GA. 
Consultant, McIntosh County Board of Education , Darien, GA. 
Consultant, School District No. 25, Pocatello, Idaho. 
Consultant, Richmond County Reading Program, Augusta, GA. 
Consultant, Colleton County Department of Education, Walterboro, SC. 
Visiting Professor, SC State University Extension, Walterboro, SC. 
Co-coordinator, Thirty Second Annual GA Reading Conference, Athens, GA. 
Pre-publication Text Reviewer, Harper & Row Publishers, NY, NY. 
Consultant, McCormick Follow Through Center, McCormick , SC. 
Consultant, Pickins County Board of Education , Jasper , GA. 
Consu ltant, Lee County Board of Educa tion, Jonesville , VA. 
Consultant , Board of Education, Martins Ferry, OH. 
Consultant, Gulfport Public Schools, Gulfport , MS 
Visiting Professor , University of VA Extension , Pennington Gap , VA. 
Faculty Advisor, Communiversity Tu toring Program, Athens, GA. 
Consultant School Produ cts of GA, Atlanta, GA. 
Consultant, Bacon County Boa.rd of Education, Alma, GA. 
Consultant in Language Arts, Univers ity of GA Follow-Through Project, Athens, GA. 
Member of Educational Advisory Board, Hoffman Information Systems, Arcad ia, CA 
Consultant, Early County Board of Education, Blakely, GA. 
Visiting Professor , Clemson University Extension at Walterboro , SC. 
Consultant, Westside High Schoo l Exemplary Reading Project , Anderson, SC. 
Consultant, Columbia County ESAA Special Reading Project, Harlem , GA. 
Consu ltant, Alabama Right to Read State Training Program, Auburn University, Auburn, AL 
Consultant, Dougherty County Title I Project, Albany, GA. 
Consultant, Harris & Assoc iates, Inc., Profe ssional Cons ultants and Tech nologists to Education , 

Atlanta, GA. 
Consultant , Reading Department , GA Southwestern College, Americus, GA 
Consultant, Educational Division of Craig Corporation, Los Ange les, CA 
Consultant, Educational Development Center, Greenwood, SC. 
Consultant , Oconee County School District, Watkinville, GA 
Consu ltant, Mexico Academy and Central Schools, Mexico, NY. 
Consultant, Martin Luther King , Jr. Eleme ntary School, Syracuse Public Schoo ls, Syracuse, NY 
Consultant, Solvay Board of Education, Solvay, NY . 
Program Evaluator, Cooperstown Public Schools, Cooper stown, NY. 
Program Evaluator, Rondout Valley Central Schools , Accord, NY. 
Program Evaluator, Endicott-Johnson Public Schools, Endicott , NY. 
Senior High History Teacher , Lanca ster High School, Lancaster, NY . 

PROFESSIONAL AFFILIATIONS 

Career College Assoc iation 
Teaching Tolerance Program, Southern Poverty Law Center 
Birmingham Principals' Associa tion 
Birmingham Education Assoc iation 
Alabama Education Associatio n 
National Education Association 
Council for Leader s in Alabama School s 
National Assoc iation of Elementary Schoo l Principals 
International Reading Assoc iation 



National Association of Secondary Principals 
Alabama Associat ion of Secondary Principals 
Birmingham Area Reading Council 
Alabama Reading Council 
American Association of School Administrators 
Association for Supervision and Curriculum Development 
National Council of States on lnservice Education 
College Reading Association 
LA Association of Teacher Educators 
Amer ican Association of University Professors 
LA College Professors of Reading 
LA Reading Association 
GA Council of Reading Professors 
North GA Council of International Reading Associatio n 
Association for Childhood Education 
National Society for the Study of Education 
National Reading Conference 
American Educational Research Association 

COMMUNITY ACTIVITIES 

Caribbean Museum Center for the Arts (Volunteer and membership comm ittee member (20013-present) 
St. Croix Senior Collaborative for Healthcare, charter member (2013-prese nt) 
Virgin Island Pride Committee, Founding Chairman (2014-20 15) 
Equality Fund of Alabama - PAC Board of Directors [2009-2011] 
Birmingham Choral Society Board of Directors [2009-2011] 
Birmingham Regional Literacy Initiative of Literacy Council of Alabama , 2007-2008 
Alabama Safe Schools Coalition member of steering committee [2007-20 12t] 
AIDS Alabama Board of Directors [2005-2013t, Secretary 2007, Treasurer 2008, President 20 12] 
Equality Alabama Board of Directors [2005-2010 /Board Chair 2007 to 2010] 
Citizen's Curriculum Committee, Birmingham City Schools [2005-2006] 
University/Southside Lions Club [vice-president 1999-2000]. 
United Way Allocations Review Committee [1994- 1996]. 
Birmingham Aids Outreach Education Committee. 
Birmingham Business Network. 
Birmingham Healthcare Coalition 
Birmingham Healthcare for the Homeless Board of Directors [ 1994-1997]. 
Birmingham Police Academy [Visiting Instructor of Study Skills] 
Birmingham Regional Chamber of Commerce Board of Directors [2003-2007] 
Celebrate (Birmingham Business Network fund-raiser) [Host/Sponsor]. 
Pioneer Systems (non-profit provider of housing for homeless individuals in recovery from drug and 

alcoho l abuse) [Chairman of Board 1994-1997]. 
Community Education South Advisory Board [1996-2001]. 

Full Curriculum Vitae available upon request. 
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PROFESSIONAL PROFILE 

ROGENA D. KYLES 

Academic Background 

BA, Political Science 
The Ohio State University 
Columbus, Ohio 

Graduate Studies, Antioch College 
Center for the Study of Basic Human Problems 
Washington, DC 

Relevant Experience 

Program Coordinator, Extended Learning Institute 
Northern Virginia Community College 
Annandale, Virginia 
3 ½ years 

Juris Doctor 
George Mason University School of Law 
Arlington, Virgin ia 

Education Program Specialist, Office of Postsecondary Education 
U.S. Department of Education - Offices ofTitle 111, Institutional Eligibility, and 
State Postsecondary Review Entities 
Washington, DC 
14 years 

President and Chief Executive Officer 
Ramirez College of Business and Technology 
San Juan, Puerto Rico 
14 years 

President and Sole Practitioner 
Immigration Services Group 
Alexandria, Virginia 
9 years and continuing 

Interim Executive Director 
Nationa l Accrediting Commission of Career Arts & Sciences (NACCAS) 
Alexandria, Virginia 
7 months 

President and Consultant - Areas: accreditation, compliance auditing , curriculum developmen t and review, and 
higher education organization and management 
Executive Education Management Group 
Alexandria, Virginia 
6 years and continuing 



Page Two Professional Profile - Rogena D. Kyles 

Relevant Recognitions and Activities 

ACICS Student Relations Specialist of the Year 
ACICS Chairperson of the Year (twice) 
ACICS Accreditation Workshops Co-Presenter (multiple times) 
ACICS Intermediate Review Committee {IRC) member (periodically) 
Site Visit Participant (Evaluator) as chair, student relations specialist, educational act ivities specialist, or legal 
programs specialist (several times per year) 



JOYCE BRYAN STROUT 

1989-Present J.B. STROUT & CO. ~ CEO/President, South Barrington, IL 
Founded in 1989, J.B. STROUT & CO. specializes in post-secondary accreditation, sales and management 
training, private management consulting, leadership, customer service training, keynote speaking, corporate 
teambuilding, and interim management with clients internationally and across the United States . Work with 
the Accrediting Council for Independent Colleges and Schools, doing over 150 evaluation visits. Assist 
executives in training new managers, administrative professional training, increase sales profits, facilitate 
business conferences, coach executive speaking skills, and assist entrepreneurs in starting their own 

businesses. Clients are Fortune 500 firms, universities, business and professional organizations, privately­
held companies, and civic groups. All work is satisfaction guaranteed . Partial list of clients: ACICS, Colleges 
and Universities, Motorola, IBM, Chicago Tribune, American Airlines, Sabre, NBC Studios, American Marketing 
Association, Kellogg School of Management, Insurance, Real Estate. Media, Medical, Resorts, Manufacturing, Fire 
Departments, Park Districts, administrat ive professionals, travel industry, etc. 

2011-2012 EDUCATION MANAGEMENT CORPORATION. Chicago. IL 
Vice President of National & Programmatic Accreditation 

Responsible for 106 campuses with National and Programmatic Accreditat ion across four brand institutions: 
Art Inst itute, Argosy University , South University, and Brown Mackie College. My department in 
Regulatory Affairs and Compliance works with 23 programmatic agencies and two National agencies: 
ACICS/ ASSCS. Remaining up-to -date on all polic ies and procedures and carry ing information to each 
institut ion is a critical part of this posit ion. I'm involved with ACICS team visits and Chair of the ACICS 
process. My team is a resource for each school on all accreditation requirements, waiver requests, 
substantive changes, new programs, distance educations , and change of location requests . 

2004-2006 INTERNATIONAL ACADEMY OF DESIGN AND TECHNOLOGY 
CAMPUS PRESIDENT. Schaumburg, IL 

As Campus President, this college grew from 23 students in 2004 to -300 in 2006 under my leadership in 

the creative arts of Fashion Design, Interior Design, and Vis-Com/ Animation/Web Design. Responsible for 
admissions, academics, administ r ation, career placement, compliance, controller, facilities management, 
faculty relations, financial aid , IT, library, student serv ices and housing, and corporate involvement. Hired 
and trained all positions on campus. Our 2005 ACICS audit resulted in top 2% of all schools. We increased 
retention from 62 to 85%. I was involved in hiring/training facu lty, expansion build -out plans for campus, 
instituted Advisory Board and President's Advisory Council with community outreach, worked with Mayor, 
Senators, Village President, and Business Associations . I was selected to speak to HQ President's training 
sessions regarding the President's role in ethics, student involvement, and pr iorities of the posit ion. 

1992 - 1994 CHICAGO PERSONNEL. President. Chicago (4 locations) and Los Angeles 
Recruited as President of $14M recru itment agency, responsible for all financ ial, operations, sales, 
revenues, increased profits , Board presentations, marketing/management training, and overall leadership . 
Increased profits +15% while reduc ing headcount 33%, established quotas, sales incentives, policy and 
procedures, implemented new computer system, and opened two new off ices with new management. As 
largest privately held agency in Chicago, offered guidance to industry exchange groups in US and Canada. 
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1990 - 1991 MARKET DAY CORPORATION, Vice President Sales, Elmhurst, IL 
Developed marketing strategy to take company nationwide (20 states in 5 years) . Managed 100 sales reps 
working with schools to sell food products, earning profits for school funding. Travel was extensive, 
introducing Market Day to new states in order to fulfill and exceed strategic growth plans. 

1988 - 1989 ZANACLIFF ENTERPRISES. INC . . Exec.VP. Partner~ Chicago. Vegas. NYC 
This privately held company creates, designs, and produces live entertainment and film for corporate 
recognition events and conventions. Opened new offices, marketed across USA, established training 
programs, produced, directed, and edited films. Remain on Zanacliff Enterprises Board of Directors. 

1974 - 1987 IBM CORPORATION. IBM Branch Manager. Philadelphia, PA (1985-87) 
Executive Branch Manager for $46 million branch operation. Incre ased install base 35% each year, with 
"Branch Office of the Month" awarded twice for highest attainment of all IBM branches. Customer 
satisfaction increased from 60% to 79%. Employee opinion survey resulted in 100% for key questions in 
"management, trust, confidence, career guidance." Measured on attainment vs. quota/expense vs. revenue. 

~ sold, installed, and maintained account coverage for 4 ,000 customers 
~ managed 120 employees in administration, marketing, and systems engineering 
~ 11 first and second-line managers to counsel, appraise, train, and supervise 

IBM, A.A. to IBM Vice President, HQ, Atlanta, GA (1985) 
Daily responsibilities included communication with the IBM President and branch managers. Created 
speeches, correspondence, calendar integr ity, all meetings conducted by the VP. Strategic planning, 
estimated revenues, product direction, quotas, personnel issues, and "state -of-the-business" monitoring. 

IBM, Industry/Senior Program Administrator, Atlanta, GA (1983-85) 
INDUSTRY MARKETING, IBM HQ, designed programs for industry segments in finance, construction, 
retail, public sector. Created task forces, conducted execut ive staff meetings, Director correspondence, 
received national recognition from IBM President for a national guide to industry offerings. 
INFORMATION PROGRAMMING SERVICES, created sales contests, national announcements, and PC 
deliverables with strategic software marketing . Received $1,000 award as Executive Producer of IBM's 
first video on software sales. Interviewed 100 customers, wrote scripts, managed directors, cameramen, 
and crew to produce a 13-minute video, selected to be played at all IBM Kickoff Meeting nationally. 

IBM, Marketing Manager, Chicago NW Branch, Rolling Meadows, IL (1981-82) 
Ranked in top 10% of IBM Marketing Managers, achieved two Hundred Percent Clubs and two Golden 
Circles (top 2% of managers in the nation) for two consecutive years. 

IBM, Region 10 Sales Operations, Rolling Meadows. IL (1979-81) 
SALES OPERATIONS -Regiona l Manager's staff with responsibility of setting quota for all branches, 
organized Regional Reviews and award selections, monitored quotas, performance and attainment analysis. 
INDUSTRY MARKETING-support to finance marketing reps on banking calls. Presented automated telle r 
computer solutions to bank presidents and financial inst itution executives. Conducted 150 seminars per 
year on finance, CPA, attorney client billing, construction, and energy management in a ten-state area. 

IBM, Marketing Representative, Lincoln, NE (1974- 79) 
Hired into Data Processing Division with a geographic territory of 10,000 square miles. Led the branch of 
33 salesmen for two consecutive years. Sold/installed first Travel Agency in US and first small bank in the 
world. Facilities Control/Power Management systems were major part of sell -i nstall base. Received "Rep of 
the Month" awards, "Outstanding Rep of the Year", "Regional Manager Awards" numerous times. 
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IBM AWARDS & RECOGNmON ~ 1975-1988 
► Featured as IBM Branch Manager in National Film, "Lean on Me" 
► FOCUS Magazine nat ional article as Children 's Hospital volunteer 
► Branch Off ice of the Month , Pennsylvania Branch Manager 
► Chairman of the Boar d recognition-Industry Publication, Atlanta HQ 
► $1,000 Award , PC Deliverables , created demo diskette, Atlanta HQ 
► GSD Dancer/S inger, Recognit ion Events, Phoenix-Canada-Chicago 
► Regional Manager's Marketing Award, Chicago 
► Rep of the Year, Omaha Branch 
► Seven ONE HUNDRED PERCENT CLUBS and two GOLDEN CIRCLES 

EDUCATION: Masters Degree: University of Nebraska-Lincoln, Business Comprehensive 
University of Nebraska-Kearney, Comprehensive Business Ed. Bachelors Degree: 

Honoraries: ~ Delta Pi Upsilon Business Honorary, 
~ Phi Beta Lambda Business College 

HONORS & RECOGNITION: 
► ACICS ~ "Evaluator of the YEAR", Student Relations, 2009 
► Alpha Omicron Pi ~ "Outstanding Alumnae" Award, 2009 -2010 
► Panhellenic Athena Award for Community Service, 2005 
► University of Nebraska~ Outstanding Alumni Board and College of Education Awards, 2005 
► Univ. Nebraska -Lincoln, "Cather Circle" Mentoring Program, member and Keynote speaker, 2003 
► University of Nebraska -Kearney, "Outstanding Alumni Award", 1997 
► UN-K, "The Gold Torch Society" Mentoring Program, founder, Program Development Chair, 2000 -03 
► Author of "The Eyes of Leadership" (Copyright 1997,Barnes & Noble, book signings}, 1997 
► Motorola Master Instructor (to cert ify instructors) in Sales/Management courses, 1990-1996 
► Featured in Temp Digest, Crain's Business Review, and Barrington Courier : "Speaker With Class" 
► Chicago-land Speaker Directory --Select member, Two Thousand Notable American Women 
► Who's Who in American Women and Outstanding Young Women of America 

BOARDS: 
► University of Nebraska, Board of Directors, Alumni Association, 2002-2015 
► Alpha Omicron Pi International Fratern ity, Executive Board Vice President, 2010-2013 
► Chicago Northwest Panhellenic Council, Committee Chair, 2003-2010 
► First Plymouth Congregational Church-2015 
► Camp Algonquin Board of Directors , for underprivileged children, 2000-2002 
► Alpha Omicron Pi International Foundation Ambassador, NW Alum Executive Board, 2001-preesnt 
► P.E.O.~KF Chapter Treasurer , Internat'I Scholarship Chair, Barrington , IL 2001-20015 

PROFESSIONAL ORGANIZATIONS & ACTIVITIES: 
► Nebraska Women's Leadership Council, University of Nebraska (and Keynote speaker) 2014-2015 
► Alpha Omicron Pi, Alumnae Chapter President, 2014-2015 
► APSCU~ Association for Private Schools, Colleges, Universities, ongoing 
► District #220 Speech Tournament Coordinator for 800 students, Barrington, IL, 2002 -2005 
► Equestr ian Jumping Judge for Event riding, 2003-2014 
► AOII International Convention, Director, NYC Choreographer, Producer 1995-1997 
► AOII Chicago Northwest Suburban Alumni Chapter, 1989-2015 
► Motorola Customer Satisfaction Corporate Worldwide Paris presentation "Qual ity" coach, 1995- 1996 
► Walter Payton Foundation, projects and speech writer, 2000 -2003 
► Certified High Ropes Course and Teambuilding and Master Instructor 2001-2006 
► IHSA Registered Volleyball Official Referee, ZONI member, 1998-2003 
► Certified Substitute Teacher and Tutor, K-12 (all subjects and ACT exams}, 1996-2006 
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INTRODUCTION 

This manual has been prepared by staff for members of the Council's Intermediate Review 
Committee ("IRC"), and is designed to assist IRC members in understanding their 
responsibilitie s of the commitment to serve in this capacity. It is neither an official document of 
the Council nor an officia l statement of its policie s and procedures. The official procedures and 
standards of the Council are contai ned in the Accreditation Criteria publication. 

Included is an outline of the responsibilities of an Intermediate Review Committee member as 
well as procedure s developed by the Council to assist in its quality review of institution s and to 
help in the effective development of criteria by which those institution s are measured. 

As an IRC member, you will be requested to serve as a Committ ee member to review an 
institution' s app lication, institutional files, team reports, and response s. The Council is a hard­
working and dedicated group. Thus, each supporting assembly , including the Inte1mediate 
Review Committee, is expected to assist the Council in meeting its respon sibilitie s. 

Please use this manual during your service as an Intermediate Review Committee member. After 
a review of these material s, if you have questions or need clarification of the Council 's 
procedure s, please contact IRC staff for assistance. 

We appreciate your commitment to the accred itation review proce ss and your support of the 
Intermediate Review Committee. 

OVERVIEW OF THE COUNCIL 

The Accrediting Council for Independent Colleges and School s ("ACICS" or "Council") is 
recognized by the Counci l on Higher Education Accreditation ("CHEA"), and degree -granting 
institutions accredited by ACICS are eligib le for member ship in CHEA. CHEA' s mission is to 
serve students and their familie s, co lleges and universities, sponsoring bodie s, government s, and 
employers by promoting academic quality through formal recognition of higher education 
accrediting agencies. CHEA is the successor organi zation to the Counci l on Postsecondary 
Accreditation ("COP A") and the Comm ission on Recognition of Postsecondary Accred itation 
("CORP A"). ACICS has been a charter member of all three organization s beginning with the 
founding of COPA in 1975. 

Effectiv e July 1, 1993, ACICS became a separate and independent non-profit accrediting agency. 
The ACICS Bylaw s (Appendix A - Accreditation Criteria) set forth the structure of the agency. 
Governance and administration of the affairs of the Council is vested in the Board of Director s. 
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The Counci l is charged with the responsibility of receiving applications from institutions desiring 
accreditation, appointing qualified eva luators, and deciding from all evidence available whether 
to grant or withhold accreditation from institutions. In addition, the Counc il is charged with the 
responsibility, where accreditation is subject to withdrawal or denial, to accord institutions 
certain procedural guarantees. 
The Council makes avai lable to the publi c current inform ation concerning the criteria, 
reevaluates at reasonable intervals the accred ited institutions, and exercises such other pow ers as 
are necessary to carry out the function of an accred iting agency. 

The maximum length of a grant of accreditation that an institution may receive is six years. Howeve r, 
the Coun cil may grant accreditatio n for a shorter period. The grant of accreditation is always for a 
specific period of time and will expire automatica lly with the passage of time unless extended by act ion 
of the Coun cil. 

STAFF 

ACICS ma intains its office in Washington, D.C. with a full-time staff appropriat e for its 
membership size and scope. Current staff functiona l responsibilities are maintained and updat ed 
as necessary. The position that completes a majority of ACICS visits is the coordinator position. 
All travel staff attend Co uncil meetings and serve as staff representatives on institutional site 
evaluations. They are available to ass ist the Intermediate Review Committee members in 
review ing the institutional files and in preparing proposed action s for the consideration of the 
institution's application or request. Staff, when necessary, also prepares a review of the materials 
submitt ed in conjunction with a school' s perso nal appeara nce before the Counci l and assis t the 
primary reviewer of a hearing file. 

General Counse l for ACICS attends Council meetings as appropriate and serves as a legal 
resource person for the Counci l. The general counsel advises the Council on procedures and 
policy matters and assists in resolving technical question s concerning the actions of the Counci l. 

RESPONSIBILITY AND CONFIDENTIALITY 

Each Interm ediate Review Committee participant is required to read and abide by the Canons of Ethical 
Responsibility as adopted by the Council. At the tim e of service, the participant must complete a new 
form to assure their continued understanding of the expec tations. 

The seven Canons of Eth ical Responsibility are : 

1. An IRC member shall uphold the integrity of the accreditation process. 
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2. An IRC member shall avoid impropriety and the appearance of impropriety m all 
activities. 

3. An IRC member sha ll perform the dut ies impartia lly and diligently. 

4. An IRC member shall refrain from any business activi ty inappropria te to accreditati on 
responsibilities. 

5. An IRC memb er shall initi ate imm ediately full and ope n disclosure of any nego tiations 
for or the actua l assumpt ion of ow nership or control of an institution with wh ich he/s he 
may be dir ectly or indir ect ly invo lved. 

6. An IRC mem ber shall preserve the confidentiality of the proposed Council action 
deliberations and of the instituti onal information to whi ch he/she is priv y. 

7. An IRC member shall , in repr ese ntin g ACICS, sub scribe to the AC ICS poli cy on 
Discrimin ation and Hara ssment in his or her dea lings and interac tion with the AC ICS 
staff, other memb ers of the com mitt ee , or any person affi liated with an institution in his 
or her capacity as an IRC member. An IRC member is obligated to report to the ACICS 
President any act ion that he or she per ce ives to be discrimin ation or harass ment. (The 
ACICS Po licy on Discrimin ation and Harass ment is disclose d on the fo llow ing page .) 

In adoptin g the Canons of Ethica l R espo nsibility, the Co uncil has put into words the expectatio ns 
of those indi viduals selec ted to support the Cou ncil in its activiti es . 

The Council enco urages individua ls to assis t ins titutio ns in improv ing and upgradin g themse lves 
but require s that whe n signific ant assistance is provided to an institution , thi s indi vidual will 
disclose this fact and refra in from taking part in any file rev iew or prop ose d action concernin g 
this institution. 

Durin g the IRC file rev iew and prese ntation sess ions, a numb er of topics of discuss ion wi ll ar ise 
and numerous actions will be proposed to the Council. Th ese discussions are open between the 
IRC participants and staff. However, an IRC membe r may not disclo se these discussions and 
proposed act ion s to the memb ership. Propo sed school actions mu st be kept confid enti al. The IRC 
memb ers have a dut y and a respon sibili ty to serve all instituti ons fa irly and equally. Staff ass igns 
institution s under review to the Int erme diate Review Committee , and in doing so, attempts to 
distribute them in such a way as to avoi d conflicts of interest (i.e., an IRC member will not be 
ass igned an inst itution loca ted in his or her home state , or an instituti on where s/he served as a 
memb er of the on-site eva luation team). If an IRC member has an interes t in an instituti on or 
feels th at there wo uld be any conflict of interest in his or her review of an institution's file , the 
IRC member shou ld imm ediately requ est, upon revi ew of the ass ignm ent sheet, that the 
institution' s file be given to someone else and may wish to refra in from participation in the 
deliberation s concerni ng the propo sed actio n on the institution 's status. As a pra ctice, when the 
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IRC discusses an institution in which an IRC member has an interest, this individual may be 
asked to recuse her/himself from the room . Staff will advise when this may be necessary. 

IRC members are expected not to inform institutions of the proposed actions following the 
review session. These actions are proposals to the Council; only the Council has the right to 
determine the final action on an institution. Institutions will be notified by certified mail of the 
Council's final action. The institution will receive this official notification within 30 days 
following the Council meeting. It is expected that should a member institution contact a member 
of the Intermediate Review Committee, the IRC member will advise callers to contact the 
ACICS office for appropriate information following receipt of the action in writing. 

ACICS Policy on Discrimination and 
Harassment 

A) ACICS does not condone sexual harassment , which includes the promise or threat, 
explicit or implicit , that an employee's job status will be affected favorably or 
unfavorably unless the employee agrees to demands of a sexual nature ; unwelcome 
physical contact or verbal comments; or other activ ities that create a hostile environment 
in the workplace. If you believe that you have been subject to sexual harassment, you 
should report the incident according to the complaint procedures outlined below. No 
retaliatory action will be taken against any employee who files a complaint. 

B) ACICS is committed to providing a work environment that is free of discrimination 
and harassment. Actions, words, joke s, pictures, or comments that are based on an 
individual 's sex, race, ethnicity , age, religion , or any other legally protected characteristic 
or that are obscene will not be tolerated. Sexual harassment, whether overt or subtle, is a 
form of misconduct that is demeaning to another person, undermines the integrity of the 
employment relationship, and is strictly prohibited. 

C) Any employee who wants to report an incident of sexual or other harassment should 
report the matter to his or her supervisor promptly. If the supervisor is unavailab le, or if 
the employee believes that it would be inappropriate to report the matter to the 
supervisor, the employee should contact the President/CEO immediately. Employees can 
raise concerns and make reports without fear of reprisal. 

D) Any employee who becomes aware of possible sexual or other harassment of another 
employee should advise the President/CEO promptly. The President/CEO will handle the 
matter in a timely and confidentia l manner. 
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E) The President/CEO or his/her designee will investigate the complaint promptly. The 
investigation will include interviews with persons identified by the complainant as having 
direct knowledge of the harassment. The aJieged harasser also will be interviewed. After 
a thorough investigation, the President/CEO will prepare a written determination 
regarding the allegations, and copies of the dete1mination will be provided to the 
complainant and the aJieged harasser. Either party may appeal either the decision or the 
disciplinary action or both to the President/CEO, who will have the final authority. 

F) Any individual found to have engaged in harassment is subject to disciplinary action, 
including discharge where appropriate. 

PREPARATION FOR A COUNCIL MEETING 

Essentially, there is a three-step process involved at ACICS. These key component steps are the 
visit, IRC, and Council. Before each Council meeting, the Intermediate Review Committee meets 
to review institutions scheduled for consideration at the meeting. The Intermediate Review 
Committee is composed of an outside panel of experienced evaluators, former Commissioners, 
and the Council travel staff members. 

The Intermediate Review Committee meets in Washington, D.C. for a week at a specific time 
during the month prior to the Council meeting (i.e., March, July, and November). All qualified 
and designated IRC members will be called upon to participat e as needed. 

The Committee reviews each file in depth and recommends an action for the Council's 
consideration. The recommendation is not binding on the Council. The recommendation is not 
the opinion of a single IRC member; rather it is a collective decision, after the entire Committee 
has considered the matter. After the IRC session has been completed, the recommendation s are 
prepared as notification letters for the Council. 

In scheduling the Intermediate Review Committee, the staff will provide necessary information 
for the participants to make their travel plans. The staff will make arrangements for the hotel 
accommodation s, but the IRC members are responsible for making their own transportation 
arrangements. An honorarium of $250 per day will be provided and all incun-ed expenses during 
the week are reimbursed following the IRC session. 

6 



INTERMEDIATE FILE REVIEW PROCESS 
AND PRESENTATION 

The review of individual institutions or campuses is conducted by each respective IRC member. 
Under the direction of staff, individua l IRC members will review the institutional files and 
develop recommended actions for discussion. 

The standard procedure involves reviewing the reason that the institution is on the agenda and 
determining the proposed action to be taken based on the institution' s application . Upon review 
of all relevant materials from the respective campus or institution, the IRC member will then 
draft the recommended action after completing the following steps: 

• From the respective orange sheet , the IRC member should be prepared to have a 
discussion of the reason that the campus or institution is appearing on the agenda RA­
Renewal of Accreditation (aka NG-New Grant), IG-Init ial Grant, QAM: NB­
Quality Assurance Monitoring (currently not reviewed by Council)-New Branch, 
QAM: DE-Quality Assurance Monitoring-Distance Education, QAM:OS- Quality 
Assurance Monitoring-Out of Scope, QAM:HC-Qualit y Assurance Monitoring­
Higher Credential, QAM :CO-Quality Assurance Monitoring-Change of Ownership, 
QAM:RV-Quality Assurance Monitoring-Readiness Visit, SP: Special Visit) to 
include any notable areas, such as the respective staff that conducted the visit, 
retention/placement rates, complaint or adverse informat ion, maximum time frame, grant 
expiration dates, and financial information. This information is also available via the 
Member Center portal and must be referenced accordingly. 

• Cite each finding (from the visit) or area of non-compliance (compliance warning or 
show-cau se directive) (ex. Section 3-1-303 (a)) and discuss what the respective campus 
or institution has supplied as part of their response. 

• In review of all relevant materials (team report , campus or institutional response, catalog, 
and other information), the IRC member should be able to determine whether the area of 
non-compliance has been resolved, unresolved, or requires more informat ion. 

• For all applicable areas of non-comp liance that the campus or institution has not resolved, 
the IRC member should formulate language using the Canned Language from the 
Commissioner Portal as a guide (htttps ://membercenter.acic s.org/sites/commission) to 
thoroughly explain the appropriate action(s) that need to be taken in order to come into 
compliance. 
This languag e should be drafted within the orange sheet's NEEDED section and carried 
over to the draft motion letter. 
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• For those campuses or institution s that have resolved all outstanding areas of non­
comp liance, the IRC member should be prepared to briefly explain what materials what 
were provided in order to evidence compliance. 

Once all areas of non-compli ance and relevant materials for the respective campus or institution have 
been reviewed, the IRC member must ensure he/she has done the following on the orange sheet: 

Select Appropriate action from the orange sheet IRC Recommendation drop box (i.e., 
approval , deferral, compliance warning, show-cause, withdrawal by suspension, denial) 

✓ Note your decision: OK, BUT 
If BUT, does finding need to be revised? If this is the case, consult with the staff person who 
conducted the visit and deliberate with the IRC members. 

✓ OK, PENDING 
If PENDING, the response has not addressed the findings sufficiently and additional 
information is required. If the corrective action is minor, staff can request the additional 
evidence in the form of documentation on behalf of the IRC reviewer during the IRC 
meeting. If the information being sought is received and remediates the finding, the IRC 
reviewer may change the recommended action to OK. 

✓ OK 
If OK, the finding has been successfully remediated by the campus response. 

✓ NO 
IF NO (unconditionally), the campus response is insufficient to remediate the finding and 
the campus will be required to submit further documentation as evidence of compliance. 

Draft the appropriate language in the NEEDED section and draft the appropriate motion 
letter 

Durin g IRC Considerations , the entire group and staff then agree on a propo sed action to present 
to the full Council. Each participant should be prepared to discuss reasons for the recommended 
action and to answer specific questions concerning the respon se items, team report , etc. 

Prop osed recommendations to grant initial accreditation or to remove an institution 's 
accreditation by denial or suspension are to be presented in a matter which will articulate the 
Council 's reason s for such an action in a succinc t manner. 
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TYPES OF ORANGE SHEETS 

1. Original Orange sheet- indicates those institutions or campuses being reviewed for the 
first time but are not an initial 
Campus Name 
Campus Address 
City, State Zip Code 
Reason on Agenda: ID Code: 
Distance Education : Choose an item. No. of Findings : 
Staff !RC: 
Original Grant Expiration Date: 12/3 1/Choose an Maximum Time Frame (mtg): Choose an item. 
item. 
Backgro und Informa tion:(Please summarize retention and placement, any adverse or complaints, and 
licensure pass rates, if applicable, in addition to other information that will be helpful in considering 
this application/vis it.) 

/RC Recommendation: Choose an item. 
Commissione r: Commissioner Recommendation : Choose an 

item. 

2. Deferral sheet- indicates those institutions or campuses that have outstanding areas of 
noncompliance from a previous Council Meeting 

Reason on Agenda : 
Distance Education : Choose an item. 
Staff: 
Original Grant Expi ration Date: 12/3 1/ Choose 
an item. 
Current Status: 

ID Code: OOOXXXXX 

No. of Original/Remaining Findings: I 
IRC: 
Maximum Time Frame (mtg): Choose an item. 

Date First Appeared on Agenda: Choose an item. 

Backgroun d Information : (Please summarize retention and placement, any adverse or complaints, and 
licensure pass rates, if applicable, in addition to other information that will be helpful in considering 
this application/visit.) 

/R C Recommendation: Choose an item. 
Commissioner : Commissioner Recommendat ion: Choose an item. 
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3. Initial accreditation sheet- indicates those initial campuses or institutions that are being 
reviewed for the first time 
Name of Campus 

Address 
City , State , Zip Code 
Reason on Agenda: IG ID Code: 000XXXXX 
DE: Choose an item. No. of Findings: 
Staff /RC: 
Initial Retention: NN% Initial Placement: NN% 
Institutional Background: (Please summarize any informat ion that will be helpful in considering this 
application, such as adverse; complaints; licensure oass rates, if applicable; current accred itation; etc.) 

/RC Recommendation: Choose an item. 
Commissioner: Commissioner Recommendation: Choose an item. 

4. Initial accreditation deferral sheet- indicates those initial campuses or institutions that 
have outstanding areas of non-compliance from a previous Council Meeting 

Reason on Agenda: IG Level: Choose an item. 
Distan ce Education: Choose an item. 

Staff 
Initial Retention: NN% 

Initial Placement: NN% 

ID Code: 000XXXXX 
No. of Original/ Remaining Findings: I 
/RC: 
Date First Appeared on Agenda : Choose an 
item. 

Institu tional Background: (Please summarize information that will be helpful in considering this 
application, such as adverse; complaints; licensure pass rates, if applicable; current accreditation; etc.) 
Current Status: 
/RC Recommendation: Choose an item. 
Commissioner: Commissioner Recommendation: Choose an 

item. 

MOTION LETTER CANNED LANGUAGE 
GUIDE 

ALL IRC reviewers are required to utilize the Council's canned language as applicable, when 
recomme nding a deferral action for any campus or institution. 

This information can be found by doing the following: 
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• Look under the Documents Templates 
• Click on the Motion Letter Template folder 
■ Click on the Word Document titled Canned Language for Motion Letters Then find 

your resp ective area of non-compliance and cat er the canned language specific to the 
items you would like to r equest in ord er for the campus or institution to come into 
compliance 

,:'Note- The canned langua.Ke is rimarily used by the Council as a tool to kee the language in 
motion letters p_recise and consistent or each cam us or institution. It is a re resentation of 
the most common areas of non-com liance. Therefore there may not be an a ro riate 
canned language for every case so it will be necessary to develop new language as needed . 

RECOMMENDING AN ACTION 

All areas of non-compliance must be sufficiently rectified and demonstrate compliance before 
the Council will grant accreditation. If additional information is needed to determine if a campus 
or institution has addressed all findings, a deferral may be necessary. Once the campus or 
institution has been determined to be out of compliance , the corresponding action would be a 
compliance warning, show-cause directive, or withdrawal by suspension (Sections2-3-220, 2-2-
230, and 2-3-402). Generally speaking, an action on a renewal of accreditation can only be 
deferred once, after which, it can be determined if they are out of compliance with the applicable 
Criteria sections. 

Reasons for a short grant or unusual background information should be explained briefly on the 
Orange File Review Worksheet (e.g., "This school was suspended at the December 2013 
meeting, and the suspension was subsequently reversed after a Review Board hearing"). 

The orange sheet must be completed for all actions being recommended. All negative 
recommendations made by an IRC reviewer should be discussed with ACICS management. In 
some cases, a member of the Intermediate Review Committee will review deferrals with 
numerous or severe citations. 

NOTE: Should the campus not respond to one or more findings at all (overlooked, portion of 
response lost in mail, etc.), staff should contact the school immediately. No motions should be 
written pending receipt of further information, with the exception of financials. 

The recommended action should explicitly describe any areas of noncompliance and clearly 
outline the actions and materials necessary to demonstrate compliance. 
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DETERMINING GRANT LENGTHS 
Each IRC reviewer has the responsibility of recommendin g to the Council, the appropri ate 
number of grant years for each respective camp us or institution being considered for an initial 
grant or a renewa l of accreditation. Final action by the Council to accredit or renew accreditation 
or not to do so, or to limit or otherwise condition the grant of accreditation is determined only 
following review of pertinent information and data on the campus or institution . 

At the IRC level of review, the number and seriou sness of any deficiencies, and the campus's or 
institution's capability to overcome them , are taken into account, as well as financial status, 
retention and placement reporting , complain ts or external inform ation , and past Council actions. 
As such, the IRC reviewer should utilize the grant length guidelines below as a tool , not as a 
standard, in determinin g the appropriate number of years on a case by case basis. 

Concern 

FINANCIAL & CAMPUS-LEVEL 
STUDENT ACHIEVEMENT OUTCOME 
ACTION 

SUBJECT TO LS&T 

(potentia l loss of all Title TV) 

Cohort Default Rate greater than 45%. 
- or -

greater than 40% and has not reduced its rate 
by at least five percent from the previous 
year. 

25% or above cohort default rate for three 
consecutive years 
(potential loss of FFELP [formerly GSL) 
only; or potential provisional status or loss 
of all Title IV aid due to "lack of 
administrative capab ility") 

Over 40% for one year -- may lead to 
provisional status or loss of FFELP 

AFTER A NEGATIVE ACTION OR 
SUBSTANTIVE AREAS OF NON­
COMPLIANCE 

Suggested Additional Comments 
Max. 

4 years 

Case-by­
case 

dec ision 

Review 
potent ial 

for 
institution 
to continue 
operation 

Case-by­
case 

decision 

The Financial Review and Institutional Effectivenes s 
committees may want to discuss particular situations that 
may justify a longer grant. 

For consideratio n by the Financial Review Committee 
which may recommend a show-cause directive . 

Evidence of successfu l appeal, substant.ial decrease in 
default rate based on appeal, limited use of Title IV, 
minimal criteria violations /no report ing requirements may 
warrant special consideration by the Council for full grant. 

Reporting requirements (e .g., financ ial, retention, 
placement) or concern with retent ion/placement may 
warrant a sho1ter grant or additional review. 

Evidence of successfu l appea l, substant ial decrease m 
default rate, and/or limited use of Ti tle IV may warrant full 
grant. 

2-4 years Accreditation Crileria states that the Council will not grant 
accreditation for a full six-year term if the grant is awarded 

Case-by following any hearing resulting from a previo us action to 
case deny accred itation. Financia l and Institutional Effec tiveness 

decision reporting influences grant length. 
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INITIALS (unaccredited institutions) 3 years Exclud ing branch-to-freestanding. Grant length may vary 
depending upon the institut ion 's comp liance with Council 
standards. 

INITIALS (institution s curren tly accredited 4 years The institution may receive a grant length of more than four 
by another organization) Case-by years based on the instituti on's comp liance with Council 

case standards . 

dec ision 

LIMITED NUMBE RS OF FINDINGS Reporting requirement s (e.g., financ ial, retention , 
(able to be resolved within no more than two 4 years p lacement) may watTant shorter/longer grant and/or 
Council meeting sessions) addit ional review. 

NO FINDINGS (or minimal findings such 5-6 years Report ing requirements (e.g., financ ial, retention , 
as catalog issues and reso lved in one Council placement) may wa1Tant shorter grant/additional review. 
meeting sess ion) 

APPLICANTS FOR INITIAL GRANT OF ACCREDITATI ON 

When an institution has completed the procedure s of an application for an initial grant of 
accreditation, undergone a resource visit , prepared a self-study, undergone a team evaluation 
visit, financial review, Intermediate Review Committee review, and commis sion review, a 
proposed action is recommended concerning its request. 

If an institution is found to be in compliance with all criteria, the appropr iate action is to grant the 
institution accreditation for a specific period of time. Generally, a three-year grant is awarded. 
The institution may be awarded a four year grant if it was previo usly accredited by another 
agency. 

If the institution did not provide sufficient information to demon strate its compliance, the IRC 
member may recommend defen-ing action on the application and require additional information 
from the campus/institution concernin g the correction of the deficiencies. A deferral will extend 
until the next meeting of the Council , depending upon the deficiencies. Generally, the deferral 
should not be for more than one year . 

If an institution is found to be seriously and substantially out of compliance with the criteria, the 
IRC may recommend that the Council deny the request for an initial grant of accreditation. In the 
case of denial, as in a deferr al, a list of the specific criteria with which the institution was found 
in noncompliance must be noted and the reasons identified why the institution was found in 
noncompliance. Should a denial be recommended, the institution will have the right to appeal 
that decision to the appropriate party. 

Campu ses/institutions that apply for freestanding , main campus accreditation for a currently­
operating branch campus are considered to be applying for an initial grant. 
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APPLICANTS FOR RENEWAL OF ACCREDITATION 

Institutions previously accredited have been given grants of accreditation for a specific period of 
time. Within that period of time, they must make application for new grants in order for 
accreditation to continue uninterrupted. The Council office keeps track of the grants and advises 
institutions when they should initiate applicat ions for new grants of accreditation (Self Study). 

Failure of an institution to initiate an application for a new grant of accreditation or of the Council to 
grant the institution an extension of the previous grant of accreditation will result in the expiration of 
the institution's accreditation with the passage of time. 

Generally, institutions applying for new grants of accreditation will be considered and given new 
grants of accreditation or will have the previous grants of accreditation extended in order for the 
Council to receive additional information. 

OTHER APPLICATIONS CONCERNING INSTITUTIONS 

In addition to considerations of institutions seeking initial or new grants of accreditation, the Council 
makes decisions about a number of other requests. Depending on the file assigned, an IRC member may 
be expected to propose an action based on the institution 's application. These additional applications 
are: 

• QAM - OS: Quality Assurance Monitoring- Out of Scope Application 
• QAM - RV: Quality Assurance Monitoring-Readiness Visit Application 
• QAM- HC: Quality Assurance Monitoring-Higher Credential Application 
• QAM - DE< OR> 50%: Distance Education Application 
• QAM - LSV: Quality Assurance Monitoring - Learning Site Verification 
• QAM- NB: Quality Assurance Monitoring - New Branch 
• QAM - CO: Quality Assurance Monitoring - Change of Ownership 

Many institutions appear on the Council's agenda for consideration of a decision which was 
defen-ed. A deferral generally occurs when the Council does not have sufficient information to 
make a decision or there is evidence of some deficiency in the campus/institution that may be 
corrected. Periodically, an !RC member may be asked to review an institution whose action has 
been deferred or which is on a compliance warning or show-cause directive. However, IRC 
members are routinely asked to review the files for campuses/institutions which are new to the 
Council agenda. If a defen-al is reviewed by the !RC, the review must reconsider the action 
which resulted in the deferral to determine the appropriate decision. 

Whether seeking an initial or a new grant of accreditation, the institution is afforded due process 
in its review by the Council and, should the Council take a negative action, there is a standard 
procedure concerning the rights of the institution to an appeal. 
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IRC members may also be asked to review special visit reports. A specia l visit is initiated by 
staff or the Council when an institution/campus is deemed "at-risk," of non-compli ance or has 
triggered a review for a number of other reasons, including an ongoing assessment of all risk 
factors. Possible actions for a special visit include approval, compliance warning, show-cause, 
and withdrawal by suspension. 

MULTIPLE APPLICATIONS 

If the campus/institution is on the agenda for more than one reason, ask staff whether there 
should be more than one letter. If a new grant also has QAM :RV or QAM: OS reviews, and all 
receive approval, there will be a letter generate d for each separate action, i.e., new grant approval 
letter, QAM :OS letter or QAM: RV letter , etc.). 

NOTE: Branch campuses and QAM:OS programs can be given inclusion while the other 
action is deferred; make sure the appropriate grant date is the same in both letters. 
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GENERAL PROCEDURES AND COUNCIL 
ACTIONS 

During the course of the file review, IRC members will review a number of campuses/institutions 
and arrive at a proposed action regarding each. These recommended actions may range from a 
grant of accreditation, to the denial of a new grant of accreditation, to a show-cause directive. 
Staff has drafted the appropriate letters for common decisions. The outlines have been prepared 
to comply with the procedural guarantees outlined in the Accreditation Criteria so that they will 
provide the necessary information for the institution to understand the Council's position and will 
afford the institution the opportunity to adequately respond to the Council. 

ACCREDITATION GRANTED (APPROVAL) 

If an institution is found to be in compliance with the Accreditation Criteria, ACICS may grant 
accreditation for a specific period of time from a minimum of one year to a maximum of six 
years. The length of the grant shall be at the discretion of ACICS. A grant of accreditation for 
less than six years is not a negative action and, therefore, is not appealable. 

The Council will not grant accreditation for a full six-year term if the grant is awarded following 
any hearing resulting from a previous action to deny accreditation. 

ACTION DEFERRED 

When an institution is measured against the criteria and there is insufficient evidence available 
for the Council to make a decision, ACICS may defer action until the next Council meeting, 
pending receipt of additional information. In such cases, ACICS will provide in writing the 
reasons for the deferral, state what the institution needs to provide, and invite a response to the 
findings by a specific date. 

Deferral is, in effect, "no action at this time" and is not a negative action. Therefore, defe1Ta1 is 
not an appealable action. Neither is a deferral a final action. In all cases of deferral on 
reevaluation of accredited institutions, the Council will extend the present grant of accreditation 
for a period sufficient for the institut ion to provide the information needed, including time for 
procedural due process following the Council's review of the information not to exceed twelve 
months, if the longest program is less than one year in length; eighteen months, if the longest 
program is at least one year, but less than two years in length; and two years, if the longest 
program is at least two years in length. 

COMPLIANCE WARNING & SHOW-CAUSE ACTIONS 
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An institution/campus is determined to be out of compliance when it has been given the opportunity to 
provide information and the information provided fails to evidence compliance with the applicable 
standards. This will start the maximum time frame "clock" and the institution/campus must come into 
compliance within that period dictated by Chapter 3, Introduction. An adverse action can be taken 
PRIOR TO THE end of that period but it cannot be extended beyond it, except for good cause 
(Section 2-3-220). 

Further, a show-cause directive may be issued after the review of the institution's/cam pus's response to 
a compliance warning action or may be directed once the institution/campus has been determined to be 
materially out of compliance with the Accreditation Criteria. 

DENIAL OF APPLICATION FOR INITIAL OR RENEWAL OF 
ACCREDITATION 

As outlined in Section 2-3-300 of the Accreditation Criteria, a denial of an accreditation status is 
characterized by the Council's withholding accreditation and is a negative action which is 
challengeable (appealable) by the institution. 

If the reviewer's assessment is that the institution has failed to demonstrate its compliance, in 
ability and willingness, with the standards after its submission of additional information, a denial 
recommendation may be considered. It is critical that in the reasons for this denial is thoroughly 
detailed in both the orange sheet and motion letter drafted. 

MAXIMUM TIME FRAME 

The Introduction to Title II, Chapter 3 of the Accreditation Criteria identifies the maximum 
amount of time an institution is provided to address the concerns of the Council. This is a 
recognition requirement of the U.S. Department of Education. These timeframes are: 

• Twelve months, if the longest program is less than one year in length; 
• Eighteen months, if the longest program is at least one year, but less than two years in 

length; and 
• Two years, if the longest program is at least two years in length. 

The File Review (Orange) Worksheet identifies the last meeting of the campus/institution's 
maximum time frame. 

NEGATIVE ACTION - WITHDRAWAL BY SUSPENSION 
A withdrawal by suspension action is only appropriate on other applications for consideration by the 
Council. It is not appropriate for a renewal of accreditation or initial accreditation application as these 

17 



can be denied , and not withdrawn. Instead, a withdrawal action takes away a current grant of 
accredi tation prior to its expiration (Section 2-3-400). 
When the review is of a branch campus, the recommended action would be to withdraw the approval 
of the campus within the accredited status of the institution. This letter would be drafted TO the 
main campus as a branch campus does not , in and by itself, hold accreditation. 

Negative recommendations must be reviewed by the appropriate staff member prior to 
final consideration by the Intermediate Review Committee. 

* In cases of a show-cause directive or withdrawal action, the institution must be directed to 
provide a teach-out plan, consistent with Section 2-2-303 of the Accreditation Criteria. Prepare 
with teach-out language, if applicable; if teach-out language is in motion, check that it has not 
previously been requested (past motions). If it has been requested previously, check if a complete 
plan has been received and always ask for an update 
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DEADLINES FOR SUBMISSION OF 
INFORMATION 

**Note- This information is also located in the ocket of your binder 

April meeting: June 30 for response submission deadline 

Continue 30 days post Council action for review in August 

August meeting : October 31 for response submission deadline 
Continue 30 days post Council action for review in December 

December meeting : February 28 (or 29) for respo nse submi ss ion deadline 
Extend to April 30 for review in April 

In instance s where the gra nt of acc red itation has pr evio usly exp ired or wi ll exp ire (see Ap ril 
meet ing), the gra nt mu st be exte nded, not continu ed. 
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GLOSSARY 

ANNUAL FINANCIAL REPORT 

A financial stateme nt is required of all institutions 180 days following the end of their fiscal year. 
This statement is not required to be audited and certified . Separate audited financial statements 
must be submitted with certain types of applications. The annua l sustaining fees are based on the 
total educationa l revenue reported on the income statement. 

BRANCH CAMPUS (previous Additional Location ) 

A branch campus is a location of an institution that is geographica lly apart and independent of 
the main campus of that institution, but under the same corporate structure as the main campus. 
The branch camp us is permanent in nature, offers courses in educational programs leading to a 
degree, cert ificate, or other recogn ized educatio nal crede ntial, and has its own budget , faculty, 
administrative staff and supervisory organization. 

CAMPUS ACCOUNTABILITY REPORT (CAR) 

Each accredited campus/instit ution is required to file no later than Nove mber 1, a report covering 
the previous year beginning July 1 and ending June 30. 

CHANGE OF OWNERSHIP/CONTROL 

An institution is judged to have undergone a change of ownership or contro l when controlling 
interest of the institution has changed hands through the sale of stock, either totaJly or partially, 
or when an institution, through contract or other means, has altered control of the institution. 

As a result of a change of ownership or contro l, the institution's grant of accreditation is 
automatically discontinued and the institution must make application for reinstatement via the 
Change of Ownership application process. If the institution fails to do so in the manner stipulated 
by Section 2-2-403 of the Accreditation Criteria, the institution's accreditation will be 
discontinued as of the date of the actual change of ownership and will remain in abeyance. 

DEFERRAL 

Actions on an institution's application may be deferred when further information is needed by the 
Council or further guidance to the branch/institution concerning deficiencies is in order. A 
deferral is not a negative action or a final decision and is not appealable. 
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DENIAL OF AN APPLICAT ION - INITIAL OR RENEWAL 

Denial of accreditation is a final Council decision, but the campus/institution is entitled to an 
opportunity to present its appeal of the denial in a fair and impartia l hearing before the Review 
Board. 

GRANT OF ACCREDITATION 

A grant of accreditation is extended to a campus/ institution for a specific period of time. In order 
for a branch/institution to continue in accredited status, the previous grant must be extended 
again by special action of the Council or the Council must confer a new grant. A grant of 
accreditation may not exceed six years in length. 

HEARING 

A hearing is a formal process in which an institution which has been show-cause has been 
directed to do so in person, before the Council. 

LEARNING SITE (previously Campus Addition) 

A location of a main campus or branch campus which is under the direct control of the onsite 
administration of that campus but at a site that is apart from the primary location of that campus. 

NEGATIVE ACTION 

A negative action is the withdrawal of accreditation (either by revocation of accreditat ion or 
suspension of accreditation) or the withholding of accreditation. 

REEVALUATION 

The process of a campus/institution being considered for a new grant of accreditat ion is referred 
to as a reevaluation. 

REMAND 

Remand is an action by the Review Board to send a case back to the Council for further 
consideration. 

REVIEW BOARD 

The Review Board is comprised of fifteen members appointed by the Council who are 
responsible to hear appeals of withdrawal or denial actions ( except for revocation arising out of 
summary suspension order). 
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REVOCA TION 

Revocation of accreditation is a final action by the Council to withdraw accreditation. 
Revocation actions are not appealable. (See Section 2-3-401) 

SUSPENSION 

All suspensions except summary suspensions must be preceded by show-ca use directives and are 
appealable to the Review Board. 
Summary suspensions are issued when camp uses/institution s cease or are believed to have 
ceased operations and can be challenged before the Council. After passage of the specified time, 
a suspension will becom e a revocation (Sections 2-2-301 & 2-3-401) . Suspension is the result of 
a branch/in stitution 's being found in noncompliance of the A ccreditation Criteria . Suspension is 
a negative action and appealable to the Review Board (See Section 2-3-402) 

SUSTAINING FEES 

Sustaining fees are collected from member institution s to support the activities of Council. These 
are due on October 31 of each year and are based on the total education al revenue as reported on 
the campus's/ institution' s Annual Financial Report. 

USER FEES 

User fees are paid by braches or institutions requesting approval s from the Council includin g 
new programs, change of ownership, new branch campuses, and change of name or location. 

WITHDRAWAL 

Withdrawal of accreditation is the result of the Council's suspension or revoca tion of an 
institution's accreditation. This should not be confused with the withholding of accreditation. 
The withdrawal of accreditation by suspension is appealable to the Review Board. The 
withdrawal of accreditation by revoca tion is not appea lable. (See Section 2-3-400 ) 

WITHHOLDING OF ACCREDITATION (DENIAL) 

The withholding of accreditation is the refusal of the Coun cil to grant an initial or new grant of 
accredi tation or reinstatement of accreditation in a change of ownership control or re-designation 
of an institution's current level of accreditation. This is a negative action and is appealable to the 
Review Board. 
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APPENDICES A-D 
I 



APPENDIX A: MOTION LETTER EDITING AND 
FORMATTING 

APPENDIX B: FILE REVIEW WORKSHEET PREPARATION 

The following are procedure s for completing "orange" file review worksheets: 

l. Following the travel cycle, campuses new to the agenda (typically visited this cycle) will have file 
review worksheets (orange sheets) prepared by staff The template is located under 
https://membercent er.acics.org , under Commi ssioner Portal Documents/Document 
Templates/ Orange Sheet Template s. 

2. Staff comp lete the top portion, or block information, of the Fi le Review Worksheet and add the 
findings from the report: 

Orange Sheet 

Campus Name 
Campus Address 
City, State Zip Code 
Reason on Agenda : ID Code: 
Distance Education: Choose an item. No. of Findings: 
Staff. /RC: 
Original Grant Expiration Date: 12/31/Choose an Maximum Time Frame (mtg): Choose an item. 
item. 
Background Information:(P lease summarize retention and placement, any adverse or complaints, and 
licensure pass rates, if applicable, in addition to other information that will be helpful in considering 
this application/visit.) 

/RC Recommendation: Choose an item. 
Commissioner: Commissioner Recommendation : Choose an 

item. 
IRC: 
COMM : 

FINDING 

IRC: 

NEEDED: 

COMMISSIONER: 



Initial Gran t Visit Orange Sheet 

Name of Campus 
Address 
City, State, Zip Code 
Reason on Agenda: IG ID Code: 000XXXXX 
DE: Choose an item . No. of Findings: 
Staff !RC: 
Init ial Retention : NN% Initial Placement: NN% 
Institutional Background: (Please summarize any information that will be helpful in considering this 
application, such as adverse; complaints; licensure pass rates, if applicable; current accreditation; etc.) 

!RC Recommendation: Choose an item. 
Commissioner: Commissioner Recommendation: Choose an item. 

Under the current guidelines that allow for individual grant lengths, there should only be one 
orange block on a letter and one letter for each visit. Check the motion letter folders for each of 
your visits and ensure that a draft letter with a complete block is saved. 

On the template, all fields that say "choose an item" have a drop down menu. Click the section to activate the drop 
down and select the appropriate entry. 

Reason on Agenda: 

TD Code: 

No. of Findings: 

Staff: 

Distance Education: 

IO- Initial Grant; RA - Renewal of Accreditation; SP - Special; UA - Unannounced; 
ESC - Extensive Substant ive Change 
QAM-CO - Quality Assurance Monitoring: Change of Owners hip QAM-OS 
- Quality Assurance Monitor ing: Out of Scope 
QAM-RV - Quality Assurance Monitoring: Readiness Visit 

QAM-HC - Quality Assurance Monitoring: Higher Credential 
QAM-DE- Quality Assurance Monitoring: Nontraditional Education Visit Report, 
Distance Education 
QAM-LSV - Quality Assurance Monitoring: Learning Site Verification 
QAM-NB - Quality Assurance Monitoring: New Branch 

Enter the full TD code for the campus. Double check this num ber in Personify. 

Enter the number of findings on the team report. 

Prov ide your first and last name. 

Indicate if the campus is utilizing distance ed ucation. This will app ly to all QAM: DE 
visits or full team visits that included a distance education review. 

<50%= up to 50% 
:::50%= 50% or mo re 
Consortium 
NIA= the campus does not offer distance education or did not undergo a DE 
review during the visit. 



Initial Retention 
/Placement: 

Max. T ime Frame: 

Org. Grant Exp. Date: 

Institutional 
Background: 

Background 
Information: 

Thi s informa tion only applies to initial grant orange sheet s. Thi s number wou ld come 
from the initial CAR, which is not the standard CAR report that member institution s 
submit. 

Maximum Time Frame (MTF) is the maximum amount of time an institution has to take 
appropriate action to bring itself into compliance with the Criteria. To determine MTF , 
you will use the longe st program of study at the institution (meaning the main and all 
branches) offers. This includes making maximum time frame determination s for QAM 
visits. 

less than one year, then their MTF is 1 year from the month of the Counci l 
meeting; 
over 1 year but less than 2 years, then their MTF is 18 months from the month of 
the Council meeting. If that falls during a month that there is no Council meeting, 
you go with the closest Counci l meeting to the 18th month , but not over 18 
month s. For instance, if the visit file is first on the agenda in December 2012, the 
MTF is April 2014. 

o December 2012➔ 18 month s later ➔ June 2014➔ MTF = April 14 

• there is no Ju ne Council meet ing, so the MTF would end at the 
April 2014 meeting (not the August 2014 meeting) 

2 years or mor e, then their MTF is 2 years from the month of the Council 
meeting. 
If unknown, the length of the longest program may be found in the team report , 
catalog, or CAR. Plea se refer to Title II , Chapter 3, Introduction a, b, and c of the 
Accreditation Criteria if needed. 

The date in which the grant awarded by the Council was originally supposed to expire. 
This is always December 3 l , 20XX. Please complete/verify for accuracy by going the 
"Acc reditation" tab of the institution's record in Personify. 

Initial Grant visit only. A brief summary of the background of an inst itution visited. Th e 
assigned staff would get the information from the catalog, initial resource report, 
introduction of the team 's report, or the appropriate manager who is responsible for 
coordinating initials. 

All other visits. If there is pertinent information that would be helpful to commissioners as 
background , please include a brief summary . Such information may includ e, but is not 
limited to, accreditation by another agency, explanation of adverse or pending complaints, 
or spec ial circumstances. 

3. The section listing the areas of non-compliance noted in the team report is to be added to 
the orange sheet by staff (ACICS Intranet/AID Department/Documents/TEAM.RPT /visit 
cycle). The IRC committee will add their notes via the computer following the IRC 
heading. The Council will add their notes during their meeting in the space next to 
COMM. 

4. Save the orange sheet and name it by the ID Code listed on the file 
(i.e. 000 11314) to the application in in the application in Application Documents and tag 
it "Orange Sheet." 



5. To begin the draft motion letter, open a new document, copy and paste the school block 
information from the top of the page and start the letter. This draft will include the Date, 
ID Code (Use Personify code beginning with "000" or "00"), address, salutation, and 
copy. Be sure to "c:" the appropriate contacts, as indicated by the template . This 
information is found in Personify. Save the document in the application in Application 
Documents and tag it "draft letter." See below for an examp le. 

Exam le: 

Campus Name 
Campus Address 
City, State Zip Code 
Reason on Agenda: ID Code: 
Distance Education : Choose an item. No. of Findings: 
Staff !RC: 
Original Grant Expiration Date: 12/31/Choose an Maximum Time Frame (mtg): Choose an item. 
item. 
Background Information:(Please summar ize retention and placement, any adverse or complaints, and 
Ii.censure pass rates, if applicable, in addition to other information that will be helpful in considering 
this application/visit.) 

Commissioner: 

September I , 2014 

Mr. Frank Smith 
President 
Smith College 
1234 Edgewood Drive 
Acme, TX 80236 

Dear Mr. Smith: 

/RC Recommendation: Choose an item. 
Commissioner Recommendation: Choose an 
item. 

TD Code 00012 345(MC) 

complianceacme@smith.edu 

SMITH COLLEGE , SUNNYS IDE HILLS, FLORIDA ID CODE 0005432l(LS) 

c. Mr. Samuel L. Ferguson, Florida Department of Education (Susan.Hood @fldoe.org) 



6. After recommende d motions have been discussed by the Intermediate Review 
Committee, the staff should check the orange sheet, make any content or 
formatting changes as needed (space for commissioners should be provided). 

7. Review the motion letter in the application under the tag "Draft Letter." 

APPENDIX C: Deferral, Compliance Warning, Show-Cause 

1. Following the travel cycle, schools that did not receive an approval from the last Council 
meeting should have "orange" file review worksheets prepared. The template is located in 
the Member Center under Commissioner Portal Documents/Document Templates/Orange 
Sheet Templates/Deferra l Orange Sheet Template. 

2. Staff completes the top portion of the File Review Worksheet and drafts motion letters, 
following the outline above. The findings and reason on agenda will differ slightly. (see 
below) Staff should be sure to update the orange block information to the current data. 

Original / Remainin g 
Finding s: Enter the original number of findings and the findings remaining for the current session of Council. 

Reason on Agenda: 

Status: 

Background 
Information 

After the reason code add the number of times the applications has already been on the 
Council agenda. For example, if a renewa l of accreditatio n application first appeared 
before Council in December 2016 and was deferred to April 2017, the reason on the 
agenda would read, RA l. If that same applicatio n was placed on Compliance Warning or 
Show Cause for the next counci l meeting in August 2017, the reason on the agenda would 
read RA2, and so on. 

Provide a brief explanation of what has taken place to date. For example: "The campus 
was visited during the spring 2016 cycle for a new grant. There were 12 findings. The 
campus was deferred until the December 2016 Council Meet ing with l remaining 
findings." 

If there is additional pertinent information, such as open adverse/external information, a 
pending comp laint , or special c ircumstances , please provide a brief summary. 

3. A section listing the findings and action to be taken noted in the motion letter must be 
posted by staff. You will review the response and add your notes to the orange sheet. The 
Council will add their notes during their meeting. 

4. You must indicate how the campus responded to each finding and whether you have 
found the item corrected/resolved by indicating "OK" or "NO." Indicate why you believe 
the response answers all, part , or none of the area of non-compliance. Focus on providing 
written notes that will help the commiss ioners reviewing the file. Save the orange sheet in 
the application in the Comm issioner Portal/ Application Documents and tag it as "Orange 
Sheet." 



Deferral Orange Sheet 

Reason on Agenda: 
Distance Education: Choose an item. 
Staff: 
Original Grant Expiration Date: 12/31/ Choose 
an item. 
Current Status: 

ID Code: OOOXXXXX 
Findin s: I 

Maximum Time Frame (mtg): Choose an item. 

Date First Appeared on Agenda: Choose an item. 

Background Information: (Please summarize retention and placement, any adverse or complain ts, and 
licensure pass rates, if applicable, in addition to other information that will be helpful in considering 
this a licat ion/vis it.) 

!RC Recommendation: Choose an item. 
Commissioner: Commissioner Recommendation: Choose an item. 

FINDING 

IRC: 

NEEDED: 

COMMISSIONER: 

Initial Grant Visit Deferral Sheet 

Reason on Agenda: IG Level: Choose an item. 
Distance Education: Choose an item. 

Staff. 
Initial Retention: NN% 

Initial Placement: NN% 

IRC: 
COMM: 

ID Code: OOOXXXXX 
No. of Original/ Remaining Findings: I 
!RC: 
Date First Appeared on Agenda: Choose an 
item. 

Institutional Background : (Please summarize inform ation that will be helpful in considering this 
a lication , such as adverse; com laints; licensure ass rates , if a licable; current accred itation; etc.) 
Current Status : 
!RC Recommendation: Choose an item. 
Commissioner: Commissioner Recommendation: Choose an 

item. 

5. Decide on the recom mended action and choose the appropri ate motion letter template, 
located in the Commissione r Portal under Document Templates/Motion Letter Templates. 
Select the template by the code that matches the appropria te action . 



6. Copy the motion letter template to the draft motion letter, immediately "Save" the new 
document as the campus ID code in the application in the Commissioner Portal under 
Application Docum ents and tag it as "Draft Letter." 

Reason on Agenda: RAJ ID Code: 00011203 

Distance Education: u to 50% 
Staff: Erin Peabod /RC: Jackson Reibus 
Original Grant Expiration Date: 12/3 112016 Maximum Time Frame (mt ): APR18 

Date First Appeared on Agenda: APR16 
Current Status: The institution first appeared before Council during the April 2016 Council meeting with eleven findings. 
The institution was deferred to the Au oust 2016 Council meetino with two remainino findin s. 

Background Information: The institution 's current retention rate is 78% and placement stands at 81 %. 
There are no other concerns (i.e. comp laints, external info , etc.) 

Commissioner: Pauline Messinf: 

September 1, 2014 

Mr. Ronald Thompson 
Executive Director Southwestern 
College 
29 University Run 
Asheville, NC 28803 

Subject: Renewal of Accreditation Approval 

Dear Mr. Thompson: 

Com.missioner Recommendation: A 

ID Code 00011203(MC) 

acicsinfo@southwesterncolle genc.edu 

roval 



APPENDIX D: SAMPLE ORANGE SHEETS 

Reason on Agenda: RAJ ID Code: 00011203 

Distance Education: u to 50% No . of Original/Remaining Findings: 11 /2 
Sta.ff:· Erin Peabod /RC: Jackson Reibus 
Original Grant Expiration Date: 12131/ 2016 Maximum Time Frame (mtg): APR18 

Date First Appeared on Agenda: APR16 
Current Status: The inst itution first appeared before Council durin g the April 20 16 Council meeting with eleve n findings. 
The institution was deferred to the August 2016 Council meeting with two remaining findings . 

Background Information: The institut ion's current retention rate is 78% and placement stands at 81 %. 
There are no other concerns (i.e. complaints, externa l info, etc.) 

/RC Recommen dation : A roval 
Commissioner: Pauline Messing Commissioner Recommendation: Approval-3 years 

1 
(Sections 3-1-
100 and 3-1-102) 

IRC: OK 
COMM: Agreed 

There are no supporting objectives to the campus mission, and therefore 
is unable to appropriately implem ent its mission (page 6). 

IRC: The Board of Trustees met and revised the campus mission includin g support ing objectives . 
The objectives are reasonable , have been disclosed in the catalog, and support the implementation 
of the mission. 

NEEDED: NIA 

COMMISSIONER: The information submitted by the institution sufficiently evidence 
supporting object ives. 

(Section 
2 303(a) and 

432 (b)) 

3-1-
3-1-

IRC: OK 
COMM: Agreed 

The financial records of the students do not clearly show the charges and 
dates for the posting of tuition, fees, and other charges (page 14). 

IRC: The system used by the camp us to track a student' s financia l record did not clearly show all 
of the information required by the Ac creditation Criteria. The campus provided proof of updating 
their system and examp les of student records verifying that all of the required information can 
now be found on a student 's ledger card. 

NEEDED: NIA 



COMMISSIONER: The institution 's evidence of an updated tracking system and sample student 
records sufficiently addresses the issue. 

APPENDIX E: SAMPLE DRAFT ACTION LETTERS 

ENEWAL OF ACCREDITATION APPROVA 

December 20, 2016 

VIA EMAIL AND REGULAR MAIL 

Ms. Mary Houston 
Campus Director 
National College 
2576 Thousand Oaks Cove 
Memphi s, TN 38115 

Subject: Renewal of Accreditation Approval Letter 

Dear Ms. Houston: 

ID Code 00022603(BC) 

acics42@national-college.edu 

The Council has acted to award your cam pus a renewal of accredi tation to offer pro grams through the 
academic associate' s degree level through December 31, 201 9. 

Please note that the campus will be expec ted to formally apply for renewa l of acc red itation and subm it a 
self-study by at least Sep tember 30th of the year prior to the last year of the grant of accreditation. 

The Cou ncil's renewa l of this grant is an express ion of its confi dence that the camp us will continu e to 
review, monit or, and revise its operations in order to ensure the high quality of educat ion toward wh ich 
we must all strive. Please co ntact Mr. Maurice Wadlin gto n at mwadlin gton@acic s.org or (202) 336-6779 
if you have any ques tion s. 

Roger J. Williams 
Inter im President 

c : Ms . Ju lie Woodru ff, Tennessee Higher Edu cat ion Commissio n (Julie.woodruff@ tn.gov) 
Ms . Theresa Sisneros, Commi ssion on Accredita tion of Allied Health Edu cat ion Programs 

(Theresa@caahep .org) 
Dr. Claire Di xon-Lee, Commi ssion on Accre dita tion of Health Info rma tic s and Informat ion 

Man agemen t (Clai.re.dixon-lee@ca hiim.org) 
Ms . Cathy Sheffield, Accredit ation and State Liaiso n, U.S. Department of Educat ion 

(as lrecordsmanager@ed .gov) 
Mr. Ralph Lobo sco, U .S. Depa rtment of Education, Kansas City School Participati on Team -

Region VII (ralph.lobosco@ed.gov) 



RENEWAL OF ACCREDITATION- DEFERRAL 

December 22, 2016 

Ms. Jean Foster 
Chief Operations Officer 
California Miramar University 
3550 Camino Del Rio North , Suite 208 
San Diego, CA 92108 

CALIFORNIA MIRAMAR UNIVERSITY , SAN DIEGO , CA 
DEPAUL EV ANGELIZATIO N CENTER, MONT EBELLO, CA 

Subject: Renewal of Accreditation Deferral Letter 

Dear Ms. Foster: 

ID Code 0002492 1(MC) 

acics@calm u.edu 

ID CODE 00024921 (MC) 
ID CODE 00276605 (LS) 

The Council considere d your campus's application for a renewal of accreditation, the visit report , and the 
responses. The visit yielded 15 findings, of which the institution has satisfied 12. As a result of its review, 
the Council requires additional information in the follow ing areas of the Acc reditation Criteria: 

1. Not all staff have a signed j ob description or annual performance reviews (Sections 3- l -202(b) 
and 3- l -303(a)). In response to the finding , the institution submitted a newly established uniform 
method of organizing human resources documen ts within each employee 's file . Howeve r, this 
documentation did not meet Council standards due to the following: signed j ob descriptions and 
annual performance reviews for faculty and staff were not included in the response. 

2. Follow-up studies on employer sat isfaction surveys are not being conducted at specific measuring 
points post place ment (Sections 3-l- 441(c) & 3-1-701 and Appendix C) . ln response to the 
finding, the institution addressed pract ices that might increase their response rate. However , this 
documentation did not meet Council standards due to the following: The procedure of surveying 
graduate satisfac tion post placement was not executed. The institution has also included 
statements in their catalog that state that the United States Department of Education and ACICS 
require the institution to contact its graduates' employers. The United States Department of 
Education and ACICS do not require any institution to contact graduates' employers . 

3. There is insuffic ient documentation on the utilization of communit y resources in all progra ms 
(Sect ion 3- 1-512( c) and Glossary). In response to the finding , the institution submitted a narrative 
of all the community service proj ects with which they are involved . Howeve r, this documentation 
did not meet Council standards due to the follow ing: the response did not detail community 
resources that are utilized to enhance student enrichment and potential career opportunities 
instead of communi ty serv ices . 



Ms. Jean Foster 
December 22, 2016 
Page2 

Council Action 

Therefore , in recognition of the campus's efforts to address areas requiring an explanatory response, the 
Council acted to extend the current grant of accreditation through April 30, 2017, and to defer furth er 
actio n on the renewal of accreditation until its Apri l 20 17 meeting pending receipt of the fo llowing 
information: 

1. A list of current faculty and staff and corresponding signed job descr iptions and annual 
performance reviews. 

2. Evidence that graduate and employer surveys are sent out at a spec ified time follow ing 
placement. The institution must disclose what specific measuring points will be used for 
assessment and submit a summa ry of findings once surveys hav e been collected. The institution 
must also submit graduate and employer surveys. Additionally , language that the institution's 
accreditor and the United States Department of Education require the institution to co ntact 
graduates' employers must be removed from all the institution 's publications. Revised copies of 
all docum ents and public ations that contain this language must be submitted with the response. 

3. Evidence that a variety of community resources is being used to enhance student enr ichment and 
potential career opportunit ies. Documentat ion must include, but is not limited to, a pla n for the 
future use of community resources during each term by faculty and a schedule of community 
resource usage for the 2016 -2017 academic year. The campus must also submit a synopsis of 
eac h commu ni ty reso urce activ ity that is scheduled to occur prior to February 15, 2017, sign-in 
sheet s that evidence stude nt atte nda nce, signed student waiver for ms, accep tance and presentation 
by guest speakers, and evidence of stude nts on field trips or in other community activities. 

The information or reports listed above must be received in the Council office electronically by February 
28, 2017. Failure to provide all informat ion requested by the Co uncil may result in the denial of your 
institution's application. 

The Council is obligat ed to take adverse action against any institut ion that fails to come into compliance 
with the Accreditatio n Criter ia with in estab lished time frames without good ca use. Please consult the 
Introduction of Tit le IT, Chapter 3, for additional inform ation. 

Plea se contact Mr. Maurice Wadlington at mwadlington@acics.org or (202) 336-6779 if you have any 
questions . 

Sincere ly 

Roger J . Williams 
Interim Pres ident 

c: Ms. Leeza Rifr edi, Bu reau for Privat e Postseco ndar y Education (Leeza.Rifredi@dca.ca.gov) 



Welcome to Spring 2017 IRC 

Date on Motion Letters: May 1, 2017 
Deferrals: Extend grant through: September 5, 2017 

Continue grant through: December 31, 2017 
Institutional Response Due: October 31, 2017 

Grant Lengths: 
2 year= December 31, 2019 
3 years=December 31, 2020 
4 year= December 31, 2021 
5 year= December 31, 2022 
6 year= December 31, 2023 

Retention 

Level 1: Diploma/Certificate 
Level 2: Occupational Associate's 
Degree 
Level 3: Academic Associate's Degree 
Level 4: Bachelor's Degree 
Level 5: Master's Degree 
Level 6: Doctoral Degree 

Placement 

Commuter Lo~ In 
Username: 
acics/com missioner 
Password: acics 

Restroom Codes: 
Ladies: 7501 * 
Gentleman: 7502* 

Wireless Password: 
##ACICS Guest## 

Benchmark: 70% Compliance: 60% Benchmark: 70% Compliance: 60% 



Case Name: In the Matter of Accrediting Council for 
Independent Colleges and Schools 

Docket No.: 16-44-0 

Filing Party: Respondent, Accrediting Council for Independent 
Colleges and Schools 

Exhibit No.: B-0-93 



ACICS INTERMEDIATE REVIEW 
COMMITTEE (IRC) PARTICIPANT APPLICATION 

We appreciate your interest in volunteering to serve as an IRC Participant for the Accrediting Council for 
Independent Colleges and Schools (ACICS). The IRC is a vital step in the accreditation process and is 
extremely important to the work of the Council. Your applicatio n and any vis it evaluations will be 
reviewed by the IRC Selection Committee and you will be duly notified via e-mail of the commi ttee's 
decision. A decision will be made within one month of receipt of the complete application. 

About ACICS 

Founded in 1912, the Accrediting Counci l for Independent College s and Schools (ACICS) is one of the 
most respected and longest established national accreditor of academic institutions in the United States. It 
is recognized by the U.S. Department of Education and the Council for Higher Education Accreditation 
(CHEA). 

The scope of ACICS recognition by the Secretary of Education is defined as accreditat ion of private 
postsecondary institutions offering certificates or diplomas, and postsecondary institutions offering 
assoc iate, bachelor's, or master's degree s in programs designed to educate students for professiona l, 
technical, or occupational careers, including those that offer those programs via distance educatio n. 

ACICS Mission Stateme nt 

The mission of the Accrediting Counci l for Independent Colleges and Schools is to advance 
educational excellence at independent , nonpublic career schools, college s, and organiza tions 
in the Unit ed States and abroad . This is achieved through a deliberate and thorough accreditat ion 
process of quality assura nce and enhanceme nt as well as ethical business and educat ional practices. 

Purpose of Intermediate Review Committee 

An important component of the quality assurance and enhancement mission is conducted by the 
Intermediate Review Committ ee (IRC) . Approximately 100-150 visits occur each cycle among various 
visit types, such as Initial Grants, New Grants, Additiona l Location Inclusions, New Program Inclusions, 
Distance Education Inclusion s, and others. It is the role of the IRC that after these on-site evalua tion visits 
are completed, the IRC reviews, in deta il, the team report, institution response, and all other applicable 
information and provides a recommend ed action to the Counci l as to whether an institution is in 
compliance with the ACICS Accreditation Criteria. 

IRC Participant Responsibilities 

In order to serve as an IRC Participant, one must be able and willing to do the following: 

• Thoroughly review team reports , institutional responses, and all other applicable information in 
order to determine whether an institution is in compliance with the ACICS Accreditation 
Criteria; 

• Establish and maintain an in-depth and up-to-date knowledg e of the Accreditation Criteria in all 
areas including institutional effectiveness, administration, relat ions with students, satisfactory 
academic progress, admissions, federal financial aid, educational activities, program 
administratio n, and distance education; 
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ACICS INTERM EDIATE REVIEW 
COMMITTEE (IRC) PARTICIPANT APPLICATION 

• Writ e clear, comp rehensive, and accurate mot ion letters including citations and remediation 
langu age; 

• Verb ally communicate clea rly and concisely the review s that have been completed; 
• Work diligently on file reviews for the one-week sess ion; 
• Exercise the utmo st profe ss ionalism in interaction s with ACICS staff and other IRC particip ants; 
• Travel by means of afr, tra in, automobile, and shuttle bus to the ACICS office in Washington, 

D.C. 

IRC Participant Qualifications and Requirements 
IRC Partic ipant qualifi cations will be assesse d using the rubric below. In addition to ACICS experience, 
education level and management exper ience, applica nts are requir ed to: 

• Submit a completed and signe d ACICS IRC Participa nt App lication 
• Submit a current resume 
• Provid e two (2) letters of reference (see References clause) 
• Submi t a writing sample on a specified situation (see Writing Exercise clause) 
• Submi t a personal statemen t (appro ximately 250 words) on why you want to become an ACICS 

IRC Parti cipant (see Personal Statement clause) 
• Attend the IRC Parti cipant Trainin g (only after selection) 

Points required for consideration: 7 

points awarded: I 2 3 

1 
Years as an ACICS Evaluator 

OR - ··-· ·- ··- ··-· ·- ··-· ·- ··- ··- ·· - ··-· ·- ··-
_ 2-4 J:'.ears _____ , 5-7 .lear s - ··- ._8+_y!ars __ 

# of visits for ACICS 15-30 visits 31-50 visits 51 + visits 

2 
Years as an ACICS Chair 1-3 years 4-5 years 6+ years 

OR --·----------··-··-··-··-··-··-··-··-··- ------------------- ---------- --- ~ ·---- --- ---
# of Chair visits for ACICS 10-25 visits 25-40 visits 41 + visits 

Years involved in produ cing 
3 institut ional responses 2-3 years 4-5 years 5+ years 

4 Highest degree held Bachelor Master Doctora te 

Se lec ti o n P rocess 
The IRC Participant Select ion Comm ittee will review app licat ions as they are received. Upon selection, 
applicants will be notified of their approval. Upon the next available opening , new IRC participants will 
be invited to parti cipate in an IRC sess ion which lasts for one week and occurs in mid -March, mid -July, 
and mid -Nove mber. IRC training typically occurs the day prior to the beginning of the session. 

References 
Please provide two (2) letters of reference from individuals who have known you for at least two (2) years 
and who are involved in postsecondary education . If possible, one of the letters should be from an individual 
with experience in educational assessment or accreditation. The reference letters should be limited to no more 
than a single page in length. Reference letters should be sent to iharazduk@ac ics .org or mailed to ACICS 
Attention: 750 First Street, NE, Suite 980, Washington, D.C. 20002 . 
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ACICS INTERM EDIATE REVIEW 
COMMITTEE (IRC) PARTICIPANT APPLICATION 

Writing Exercise 
Please prov ide a review based on the informat ion provided below: 

Team Report: The team report cited the institution under (Section 3-1-4 ll) with the following description 
"The institution does not follow its stated admissions policy. The admissions policy states that all students 
must complete a background check prior to enrollment in the program. The follow ing three students, of 
the ten.files reviewed fo r the Medical Assisting program, did not have evidence of this background check 
in their file : John Doe, Jane Doe, and John Smith." 

Institution Respon se: The institution responded to the citation with an explanation that this was very 
uncharacteristic of their file keeping. They provided their background check form signed by the student 
fo r both John Doe and Jane Doe. For John Smith, they mentioned that they had misplaced the signed 
fo rm, so the institution provided the background check, but no signed form. Mr. John Smith had 
withdrawn from the program two weeks prior for other reasons, but no evidence of such withdrawal was 
provided. 

Writing Exercise : In as many words as necessary, p lease write up what information the institution must 
provide in order to become compliant with Section 3-1-411. If no information is necessary, write 'None." 

Person al Statement 

Please provide an essay (approximately 250 words) which speaks to your qualificat ions and why you 
have chosen to apply to be an IRC Participant. 

Please contact Mr. Ian Harazduk (202) 336-6795 or iharazd uk@ac ics.org if you have any questions 
regarding the completion of these documents. 
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ACICS INTERM EDIATE REVIEW 
COMMITTEE (IRC) PARTICIPANT APPLICATION 

ACICS IRC PARTICIPANT APPLICA TION 

Name: 

Ti tle: 

Institution / 
Employer: 

Address: 

City: State: I Zip: I 
Work Phone: Home Phone: 

Cell Phone: Fax: 

Email: 

List years of managemen t experience in private or public post-secondary education. 
Institution Title 

List educat ional degree(s) held (minimum of a Baccalaureate is required) . 
Institution Degree Awarded 

Number of years you have served as an ACICS evaluator 

Number of visits conducte d for ACICS as an evaluator ( approx.) 

Number of years you have served as an ACICS Chair 

Number of visits conducte d for ACICS as a Chair (approx.) 

ACICS IRC Participant Applicatio n - Page l 

Years 

Date 



ACICS INTERMEDIATE REVIEW 
COMMITTEE (IRC) PARTICIPANT APPLICATION 

PERSONAL STATEMENT 

Please provide an essay (approximately 250 words) which discusses your qualifications and why you 
have chosen to apply to be an /RC Participant. 

I understand that my participation as an AC/CS /RC Participant is voluntary and some compensation for 
my services is provided. Also, I understand that the Accrediting Council for Independent Colleges and 
Schools (ACICS) will reimburse me for expenses that fall within their published travel reimbursement 
policy incurred during the /RC session. 

Signature Date 

ACICS IRC Participant Application - Page 2 



Case Name: In the Matter of Accrediting Council for 
Independent Colleges and Schools 

Docket No.: 16-44-0 

Filing Party: Respondent, Accrediting Council for Independent 
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Harpal S. Dhillon 

Summary: 

Dr. Harpal Dhillon has more than 30 years of professional and administrative 
experience at various levels going from Junior Engineer to the C.E.O . and one of 
two owners of a company with annual revenue in excess of 80 million dollars. 
Dr. Dhillon represents an effective combination of deep -rooted technical 
qualification /experience and well -developed management and entrepreneurial 
skills. During his career with four different employers, Dr. Dhillon has managed 
large projects involving such diverse technical areas as telemedicine , renewable 
energy, management information systems , computer aided logistics , computer ­
based training, large-scale telecommunication systems, electric systems, 
database management systems design and implementation, and LAN/WAN 
design , installation , operation and maintenance. He has been active for nearly 
three decades as a researcher, teacher , and consultant in the domain of IT 
applications in health care delivery/management, and higher education. 

Along with his career as a corporate executive, Dr. Dhillon has kept involved in 
teaching undergraduate and graduate courses at a number of universities. The 
subjects taught by Dr. Dhillon include Health Information Technology, Database 
Management for Information Systems , On-line Management Information 
Systems, Computer /Software Engineering , Information Resources Management , 
Human Computer Interaction, Quality Assurance , Systems Engineering , 
Quantitative Decision Methods, Project Management, Operations Management , 
Managerial Statistics , and Engineering Economics. 

Currently , Dr. Dhillon provides consultation to administrators of universities in the 
U.S. and overseas , and to health care providers , as the President of Intelligent 
Education Solutions , Inc. (IES). This company provides consultation and 
implementation services related to (i) utilization of Information Technology (IT) for 
delivery and management of instruction (primarily on-line education) ; (ii) 
Assessment of Learning Outcomes; (iii) Competency Based Education; (iv) New 
Program Development ; (v) Strategic Planning ; and (vi) Facilitation of International 
Alliances /Partnerships . 

From 2009 to 2011, Dr. Dhillon was the Vice President for Academic Affairs and 
Dean of Academics at AGSB University in La Tour-de-Peilz in Switzerland. He is 
also a Visiting Professor at the National University of Viet Nam in Hanoi , Viet 
Nam. 

In July 2008, Dr. Dhillon completed a 2 year long tenure as the Dean of School of 
Business and Technology at Excelsior College. He managed 25 full-time staff 
members in the school, and was responsible for overseeing the on-line distance 
learning activities and other academic endeavors of nearly 4,400 students in the 
school. The instruction is provided by more than 120 adjunct faculty members 
located at various places within and outside the United States . At Excelsior 



College, Dr. Dhillon successfully managed the accreditation of the Technology 
programs by ABET, and the accreditation of the Business academic programs by 
IACBE. 

From 2002 to 2006, Dr. Dhillon was a Professor and Chair in the Department of 
Computer Science and Information Systems at the Southwestern Oklahoma 
State University. For three years, 2003 to 2006, he was the Associate Dean for 
the College of Graduate and Professional Studies. 

Dr. Dhillon is an Adjunct Professor in the Department of Information Resources 
Management at University of Maryland University College, and Adjunct Associate 
Professor in the College of Business and Public Administration at the George 
Washington University. He has taught graduate and undergraduate classes in 
colleges of (i) Engineering, (ii) Management and Business Administration , (iii) 
Organizational Management, (iv) Arts and Sciences, and (v) Computer Science 
and Technology. A major segment of Dr. Dhillon's experience has involved 
teaching non-traditional students, utilizing on-line learning and 'hybrid' modes of 
instruction. 

Since his retirement as a business owner, Dr. Dhillon has provided several 
hundred hours of community service every year as a mentor of owners of small 
businesses in the IT and engineering sectors, as an evaluator in five different 
institutional and specialized program accreditation organizations , and as a 
volunteer in several community welfare entities. 

Education: 

University of Massachusetts Ph.D., Operations Research and Systems 
Engineering 

Oklahoma State University M.S. Industrial Engineering & Management 

Punjab University, India B.S. (Honors), Mechanical Engineering (Minor: 
Electrical Engineering) 

Employment : 

2011-Date 

2009-2011 

2009-Date 

President 
Intelligent Education Solutions, Inc. 

Vice President for Academic Affairs 
Dean of Academics 
AGSB University- Switzerland 

Adjunct Professor 
Graduate School 



2006-2008 

2003 -2006 

2003 -2006 

2002 -2006 

1975- Present 

2000 - 2002 

1998 - 2000 

1995-1998 

1989- 1995 

1984-1989 

1979 - 1984 

1973-1979 

1970-1973 

1968-1969 

Sullivan University 

Dean, School of Business and Technology 
Excelsior College 

Associate Dean 
College of Graduate and Professional Studies 
Southwestern Oklahoma State University 

Director, Center for Telemedicine, and Web-based 
Distance Learning 
Southwestern Oklahoma State University 

Professor & Chair 
Department of Computer and Information Sciences 
Southwestern Oklahoma State University 

Adjunct Faculty at University of Maryland, 
American University , Central Michigan University, 
and George Washington University 

Datanamics , Inc. 
Director of Strategic Development and Quality 
Assurance 

CSI Engineering , P.C. 
Chief Operating Officer/Senior Engineeri 

Dulles Networking Associates , Inc. 
Chief O erating Officer 

EER Systems Corporation 
President and CEO 

Engineering & Economics Research, Inc. 
Chairman of the Board 

Engineering & Economics Research , Inc. 
President 

The MITRE Corporation 
Group Leader/Project Leader/Technical Staff 

University of Massachusetts 
Graduate Research Fellow 

Oklahoma State University 



Graduate Student 

PROFESSIONAL EXPERIENCE 

Teaching & Academic Administration Experience 

Teaching 

Currently, Dr. Dhillon holds the following teaching positions: 

University of Maryland University College 

Adjunct Professor in the College of Computer & Information Technology 

George Washington University 

Associate Professor in School of Business & Public Administration 

Sullivan University 

Professor in Graduate School 

Courses Taught 

Dr. Dhillon has (i) taught courses in Database Concepts, Networks and 
Telecommunications, Software Engineering, Electrical Engineering, Computer 
and Information Security, and Object-Oriented Software Engineering at 
Southwestern Oklahoma State University; (ii) taught courses in Database Design 
and Management, Systems Analysis/Design, Hardware and Software Concepts, 
Human Factors in Information Systems, Quantitative Methods, and Managerial 
Ethics at University of Maryland; (iii) taught graduate courses in Databas 
Management , Statistics, Systems Engineerin , Project Management and 
Operations Research at George Washington University; and (iv) taught graduate 
courses in Operations Research, Quality Control, Database Management, M.I.S., 
Quantitative Methods, and Statistics at Central Michigan University. Currently , 
he is teaching graduate and undergraduate courses in Database Management, 
Design and Implementation of On-line Management Information Systems, 
Software Engineering, Operations Management, Entrepreneurship, and 
Technology Change Management. 

Academic Administration 



AGSB University 

Since September 2009, Dr. Dhillon has been working as the Vice President for 
Academic Affairs, and Dean of Academics. During his tenure at AGSB, he has 
developed and implemented plans for complete overhaul of administrative 
procedures, academic programs, and learning outcomes assessment. At this 
time, he is leading the projects for renewal of institutional and program 
accreditation. 

Excelsior College 

For two years, Dr. Dhillon worked as the Dean of the School of Business and 
Technology at Excelsior College. In this position, he managed the operations of 
an academic unit with more than 4,400 enrolled undergraduate and students. 
Nearly 2,000 of these students are taking on-line classes offered by this school at 
any given time. The students are mostly non-traditional and about 35% of them 
are from underrepresented groups. About a third of this student population 
comes for the military. The instruction is provided primarily by adjunct faculty; 
many of these faculty members are associated with well known institutions of 
higher learning as full time professors/ administrators. Dr. Dhillon was 
responsible for overseeing the accreditation related tasks for Business (IACBE) 
and Technology (ABET) academic programs in this school. Dr. Dhillon was 
actively involved in several committees and task forces dealing with issues such 
as evaluation of courses and instruction programs, identification and assessment 
of learning outcomes, faculty development, technology infrastructure, strategic 
planning, international programs, and alliances with other institutions of learning 
and business/industrial organizations. 

Southwestern Oklahoma State University (SWOSU) 

Dr. Dhillon worked as the Associate Dean of the College of Graduate and 
Professional Studies, and as Professor and Chairperson in the Department of 
Computer and Information Systems. Dr. Dhillon taught upper level/graduate 
courses in computer science, software engineering, information systems, and 
electrical engineering. He was the project leader for the activities related to the 
ABET Accreditation of the programs of the department. Dr. Dhillon was also 
involved in implementing Distance Learning programs, and worked on proposals 
for sponsored research at the university. His research areas included Software/IT 
Project Management and Quality Assurance, Computer Security, and Wireless 
Networking Systems. 

Dr. Dhillon was the Director of the Center for Telemedicine and Web-based 
Learning at SWOSU. He was also the Principal Investigator for the SWOSU­
OCAST-BAR-S Foods joint student internship program at the BAR-S facilities in 
Oklahoma. SWOSU-OCAST-CDFA Student Internship Program, SWOSU­
Freightliner Specialty Vehicles, Inc. Student Internship Program, 'SWOSU­
lntegris Health' Student Internship in Healthcare Administration Program. and the 



NASA Oklahoma Grant Consortium Project at SWOSU. Dr. Dhillon was the Co­
Pl for the E-MEDTRACK project involving an OCAST grant to an 'lntegris­
SWOSU' team for Developing IT Applications for Healthcare Administration and 
Management. 

Dr. Dhillon served as: 

-Member , Board of Advisors , Western Oklahoma Business Commercialization 
Center 
- Member of the Technical Advisory Council for the Telehealth and 
Neuroscience Institute, INTEGRIS Health, Inc. 
-Member of the Technical Advisory Board for the Oklahoma NASA 
Space Grant Consortium , and NASA EPSCoR Program. 
- Member of the Strategic Planning Committee, Member of the Industry Outreach 
Project Advisory Board, Member of the Sponsored Programs Oversight Board, 
and Member of the Continuing Education Planning and Oversight Committee at 
Southwestern Oklahoma State University. 

Experience in Industry & Business Sectors 

Datanamics, Inc. 

At Datanamics, Dr. Dhillon provided consultation to the corporate management 
and the clients of Datanamics in the areas of Information Resources 
Management, Information Systems Acquisition and Software Quality Assurance. 
He managed the CMM Certification process for Datanamics and implemented 
the CMM and ISO 9002 processes in a major Web Based Procurement 
Management System development project at the Internal Revenue Service. Dr. 
Dhillon was also handling projects involving distance learning and the application 
of artificial intelligence in Information Management Systems. 

CSI Engineering 

At CSIE, Dr. Dhillon worked as a Senior Engineer and also functioned as the 
Chief Operating Officer of the Company. As a Senior Engineer, he took the lead 
in identifying and pursuing business opportunities in the area of Information 
Technology. He also provided corporate oversight for three major Information 
Systems/Telecommunications projects that CSIE was working on at that time. 
On behalf of CSI Engineering, Dr. Dhillon assisted a major software engineering 
company in implementing processes and policies which are essential for 
satisfying the requirements associated with CMM (Capability Maturity Model) 
Level 2 and Level 3 Certification. Dr. Dhillon was responsible for implementing 
I EEE-1028 Standards for Software Engineering. He also provided technica l 
expertise in the area of Software Quality Assurance, for developme nt process as 
well as the software products. Dr. Dhillon functioned as the Project Manager for 
two industrial infrastructure projects. 



Dulles Networking Associates, Inc. 

During his three-year tenure at Dulles Networking Associates, Inc. (DNA), Dr. 
Dhillon was responsible for capturing about 25 million dollars worth of 
government contracts involving large-scale telecommunications and networking 
projects. He managed these projects through the initial planning; project 
scheduling, project installation, project transition (cut-over), systems operation 
and system maintenance phases. These projects involved the installation of 
telephone systems (including EPABX, Voice Mail, TMS, and PA system), data 
Networks (including fiber optic and copper cabling, installation of routers, hubs, 
ATM switches, etc.), electric systems, network administration, and user training. 
The four installations for which Dr. Dhillon provided project oversight have 1,100 
to 3,500 users. 

As a Senior Engineer at DNA, Dr. Dhillon was involved as the Project Manager 
for the installation of Data Archival and Retrieval Systems at the Foreign Military 
Sales Office at the U.S. Department of Defense. Dr. Dhillon also managed the 
installation of high power network servers incorporating RAID technology at the 
Office of the De uty Secretary for Policy, U.S. Department of Defense. 

The activities described above involved mentoring of the owners of the 
companies involved. 

EER Systems Corporation 

At EER, Dr. Dhillon was one of the two (2) principals/owners who managed the 
growth of a company, which started with two (2) employees and had 900 
employees when he left this company fifteen years after its creation. As a 
technical professional, Dr. Dhillon was responsible for the management of large 
contracts involving systems engineering, M.I.S., computer-aided logistics and 
training; C3I, and LAN/WAN design, installation, operation and maintenance. 
These contracts were performed for Federal government agencies such as the 
Department of Defense (Army and Navy), the Department of Transportation, the 
Department of Energy, the Department of Commerce, FEMA, EPA, and the 
Department of Treasury. Dr. Dhillon was responsible for managing complex 
contracts with as many as 150 contractor personnel and annual budgets 
exceeding $20 million for one contract. 

During his tenure at EER, Dr. Dhillon functioned as the President, CEO and 
Chairman of the Board of Directors at different times. 

Dr. Dhillon managed several projects and studies related to industrial planning 
and project implementation. Utilizing his work experience and academic training 
in Mechanical and Industrial Engineering, along with his expertise as an 
Operations Research Analyst, Dr. Dhillon provided consultation to senior level 
executives in the U.S. Department of Energy, Department of the Interior, 
Department of Defense, Department of the Treasury, Defense Nuclear Agency, 
Department of Commerce, and the Department of Transportation. On several 



occasions, Dr. Dhillon was called upon to function as the Project Manager for 
complex projects involving industrial infrastructure development and total quality 
management implementation 

Metrek, a Division of MITRE Corporation 

Dr. Dhillon was the Group Leader of the Geothermal Energy Systems Group in 
the Advanced Energy Systems Department. He led a group of researchers 
engaged in conducting engineering, economic, and planning analyses for the 
Division of Geothermal Energy in the Department of Energy. He was responsible 
for the supervision of the technical staff members in the group. His major 
activities included technical direction of the project , general project management , 
and marketing for new projects. 

Dr. Dhillon participated in one of the first major initiatives aimed at determining 
the feasibility of utilizing telemedicine for serving the population of remote areas 
in the U.S. and other parts of the world. This team evaluated the utility of narrow 
band (telephone) and broadband (TV) transmission networks for the transmission 
of voice and data communications associated with the provision and 
management of primary health care. This study, which was carried out in 1975-
1976, is the foundation on which several major telemedicine projects, involving 
expenditures of billions of dollars annually, are built. Dr. Dhillon was the Co-Pl of 
the first telemedicine project funded by the U.S. Federal Government. At MITRE, 
Dr. Dhillon took part in a number of projects involving innovative applications of 
communications technology and M.I.S., for clients in FAA, Department of Energy, 
Department of Health, Education & Welfare , and EPA. 

University of Massachusetts 

Dr. Dhillon worked on the analysis of the data collected in a health care survey in 
Franklin County , Massachusetts. Using this data, he developed a model for 
estimating the demand for non-emergency health care at each ambulatory health 
care facility within the county. Subsequently , he developed a model for planning 
the location of non-emergency health care facilities for optimizing certain 
predefined objectives. This model provides guidelines for minimizing the total 
cost (incurred by consumers as well as providers) of delivering a given level of 
health care to the population of a planning region. Dr. Dhillon developed, tested, 
and documented computer routines for these two models. This work was done 
as part of a health care project financed by the Department of HEW. The doctoral 
dissertation was based on this research. 



Community Service 

Worked in Community SeNice projects as a member of Rotary Club. 

Participated in numerous community seNice projects in Washington DC, 
Maryland , Virginia , Oklahoma and New York. 

Have worked as a volunteer for several professional organizations since 1975. 

Volunteered as a member of evaluation teams for six different institutional 
(regional and national) and specialized program accreditation organizations since 
2006. 

Provided free IT/IS related technical consultation to several charitable 
organizations and educational institutions. 

Worked as a volunteer for international organizations promoting education in 
science , engineering and health care in various countries. Was the mentor of the 
team of students from Mexico which won the 2009 Talent and Innovation 
Competition of the Americas, conducted by Young Americas Business Trust. 

Professional Certificates 

Certified as On-line Instructor & Curriculum Developer - University of Maryland­
University College 
Certified as Total Quality Management (TOM) Specialist-Northern Virginia 
Community College (NVCC) 
Certificate in Educational Leadership -Massachusetts Institute of Technology 
Certificate in Promotion of Diversity in Staff and Students - Excelsior College 
Trained as Learning Outcomes Assessment Professional & Evaluator­
Accrediting Bureau for Engineering & Technology (ABET) 
Certified as Team Chair , Distance Education Evaluator and Program Evaluator ­
Accrediting Bureau for Health Education Schools (ASHES) 
Certified as Team Chair and Program Evaluator- International Alliance for 
College Business Education (IACBE) 
Certified as Evaluator for Regional Accreditation - Southern Association of 
Schools & Colleges (SASC) 

Academic/ Community Service Honors 

Selected as 'Evaluator of the Year' by the Accrediting Council for Independent 
Colleges and Schools (ACICS) (2014). 

Selected as the Winner of the Teaching Recognition Award for 2010 by 
University of Maryland University College (UMUC). Only 6 to 8 instructors are 



selected for this award every year out of a pool of nearly 3,500 instructors at 
UMUC. 

Selected for the Oklahoma Board of Regents Award for University-Industry 
Partnership (2006). 

Nominated for the Drazek Excellence in Teaching Award at Universi ty of 
Maryland University College (2003 and 2005). 

Honored as a Distinguished Alumnus of The University of Massachusetts in 
recognition of professional accomplishments and contribution to the 
advancement of programs at the UMASS School of Engineering (1988). 

Awarded the University Graduate Fellowship at the University of Massachusetts 
for three years ( 1971-1973 ). 

Awarded the President's Roll of Honor for Academic Excellence at the Oklahoma 
State University (1969). 

Awarded the Merit Scholarship of the Punjab University (1960). 

Elected member of the PHI KAPPA PHI Honor Society. 

Membership of Advisory Councils 

Member of the Advisory Council for the Energy Systems Training and Education 
Center at Idaho State University. 

Member of the Technical Advisory Board for the NASA Oklahoma State Grant 
Consortium. (First invited member of this Board in its sixteen years long history). 

Member of the Techni cal Advisory Board for the Telemedicine and Health Care 
Administration R & D Center at INTEGRIS Health in Oklahoma City , OK. 

Member of the Program Committee , Minorities in Engineering Division , American 
Association for Engineering Education (ASEE). 

Member, Strategic Planning Committee , International Assembly for Collegiate 
Business Education (IACBE) 

Member, Board of Advisors for the Chief Academic Officer of Northern Virginia 
Community College (for 2 years) 

Books Reviewed & Courses Developed 

Reviewed papers submitted for publication by International Conference for 
Engineering Education (ICEE) 



Reviewed papers submitted for presentation at the Annual Conferences of the 
American Society for Engineering Educat ion (ASEE). 

Reviewed the book titled Data Communications and Networking, by Behrouz A. 
Ferouzan, 3rd Edition, for the publisher, McGraw Hill Companies in 2004. 

Reviewed the book titled Database Systems-Design , Implementation , and 
Management, by Peter Rob and Carlos Coronel, for the publisher, Thompson ­
Course Technologies in 2005. 

Developed an on-line course titled Human Factors in Information Systems for the 
University of Maryland in 2003 . 

Developed a course in Information and Computer Security, and two CAPSTONE 
courses at Southwestern Oklahoma State University in 2003 and 2004. 

Research Publications /Presentations 

Dhillon, H.S., Pusterer , H., and Dhillon, M.K., "Student Internsh ip and Learning 
Outcomes Assessment. " 
Presented at the Annual Conference of the International Assembly for Collegiate 
Business Educat ion (IACBE), at Henderson, NV. March 2011 

Pina, A ., Dhillon, M.K., Harter E.S., and Dhillon, H.S., "Separate but Equal? The 
OBA and PhD in Business" . 
Presented at the Annual Conference of the International Assembly for Collegiate 
Business Educat ion (IACBE), at Newport, RI. March 2010 

Dhillon , H.S., Harter , E.S., and Dhillon , M.K., "E-Portfolio : An Effective Tool for 
Assessing Learning Outcomes ". 
Presented at the Annual Conference of the International Assembly for Collegiate 
Business Education (IACBE), at Louisville , KY. April 2009. 

Dhillon , H.S. and Anwar , S., "A Framework for the Assessment of On-line 
Engineering Technology Courses- A Case Study". 
Accepted for publication in "Computers in Education " Journal. (2008) 

Dhillon , H.S., Anwar , S., and Qazi, S., "Mitigation of Barriers to 
Commercialization of Nanotechno logy: Overview of Two Successful University­
Based Initiatives". 
Presented at the Annual Conference of American Society for Engineering 
Education (ASEE) in Pittsburgh , PA. June 2008 

Anwar, S. and Dhillon , H.S. , "Development of an On-line Introduction to 
Nanotechnology Course- Issues and Challenges". 



Presented at the Annual Conference of American Society for Engineering 
Education (ASEE) in Pittsburgh , PA. June 2008 

LeClair, J.A., and Dhillon, H.S. "Excelsior College : Support for Nuclear Industry 
Training and Development" . 
Presented at American Nuclear Society : 2008 Annual Conference, Anaheim , 
California; June 2008. 

Dhillon, H.S., and LeClair , J.A. , "The Essential Elements of an Effective 
Education and Training Program for Nuclear Power Plant Software Engineers ". 
Presented at the Annual Conference of The European Nuclear Society 
(NESTet2008) at Budapest , Hungary. May 2008. 

Dhillon , H.S., and Reeves -Ellington, R., "Making Assessment a Way of Life: 
Integrating Strategic Thinking and Assessment for Organizational Success ". 
Presented at the Annual Conference of the International Assembly for Collegiate 
Business Education (IACBE ), at Long Beach, CA. April 2008. 

Hentea , M. and Dhillon, H.S., "New Competencies for Control Engineers to Meet 
the Market Demands in Control Systems ". 
Presented at International Conference on Engineering Education (ICEE 2007) in 
Coimbra , Portugal. September 2007. 

Dhillon , H.S. and Anwar , S., "A Framework for the Assessment of On-line 
Engineering Technology Courses - A Case Study". 
Presented at the 2007 Annual Conference of the American Society for 
Engineering Education . June 2007. 

Anwar, S., and Dhillon H.S., "An Interdisciplinary Approach to Information 
Systems Security Education - A Case Study" . 
Presented at the 2007 Annual Conference of the American Society for 
Engineering Education. June 2007. 

Thinger, B., Dhillon , H.S. and Jones , P., "Nuclear Engineering Technology 
Students Capstone Experience to Assess Technical Competencies ; A Case 
Study ". 
Presented at Texas A & M University Conference on Academic Program 
Assessment. February 2007. 

Hentea , M., Dhillon , H.S., Dhillon , M.K. "Towards Changes in Information 
Security Education", Journal of Information Technology Education (JITE), 2006, 
221 -233. 

Hentea , M., Dhillon , H.S., Dhillon , M.K. "Towards Changes in Information 
Security Education", 
Presented at 2006 Information Science+ IT Education Joint Conference , 
Manchester , England. June 2006 (Selected as a Best Paper) 



Dhillon, H., and Forducey, P. "Evaluation of Information Technology for 
Telemedicine Applications". 
Presented at the 11th Annual meeting of the American Telemedicine Association­
May 2006. 

Dhillon, H., and Forducey, P. "Implementation and Evaluation of Information 
Technology in Telemedicine". 
Presented at the 39th Hawaii International Conference for Systems Sciences 
(HICSS-39). January 2006. 

Dhillon, H., and Forducey, P. "Telemedicine Applications for Medical 
Rehabilitation-Analysis of Project Outcomes". 
Presented at the 10th Annual meeting of the American Telemedicine Association­
April 2005. 

Dhillon, H., and Forducey, P. "Exploring Telemedicine Video-Based 
Communications Technological Hurdles". 
Presented at the 10th Annual Meeting of the American Telemedicine Association­
April 2005 

Dhillon, H., and Hentea, M. "Getting a Cybersecurity Program Started on a Low 
Budget". Proceedings of the 43rd Annual ACM Southeast Conference-March 
2005 

Feinstein, J. and Dhillon, H. "A Web -Centric Collaborative Decision Tool, and 
Ontology Based on Subjective Sampling and Assessing Decision Times Among 
Options". 
Presented at the Military Operations Research Society (MORS) Conference in 
Virginia, June, 2003. 
Selected as the best presentation in the Decision Sciences Group. 

Dhillon, H.S., et.al. "A Planning Document for the National Center for Information 
Technology" - U.S. General Services Administration , 1999 

Dhillon, H.S. "A Plan for Transitioning from Hard Copy Forms to Computerized 
Data Forms at the National Labor Relations Board" - Prepared for the National 
Labor Relations Board, 1997 

Dhillon, H.S., and Steier, M., "A Plan for the Utilization of Portable 
Communication Units for the Law Enforcement , Emergency Response Systems, 
and Administration of Remote Areas" - Prepared for the U.S. Department of 
Defense, 1994 

Ahluwalia, RS. and Dhillon, H.S., "A Plan for Implementing Total Quality 
Management" - Prepared for EER Systems Corporation, July 1993 



Dhillon , H.S. and Wright, T., "A Model for Planning the R&D Programs and 
Budgets for the Test and Evaluation Programs for the Nuclear Weapons Tests" -
Prepared for Defense Nuclear Agency , 1991 

Dhillon , H.S., "A Model for Determining the Potential for Developing Renewable 
Energy Resources in Macedonia, Yugoslavia " - Prepared for the World Bank , 
1987 

Dhillon, H.S. and Srivastava , V ., "An Assessment of the Economic Feasibility of 
Utilizing Municipal Waste for Power Generation in Bangkok, Thailand" -
Prepared for U.S. Trade Development Program , 1986 

Dhillon , H.S. and Cabral, A., "An Evaluation of the Technological Options for the 
Promotion of the Photovoltaic Cell Industry in the U.S." - Prepared for the 
National Aeronautical and Space Administration , 1985 

Dhillon , H.S. "An Assessment of the Feasibility of Sustaining Critical Industrial 
Operations in the Event of a National Emergency" - Prepared for the U.S. 
Federal Emergency Management Administration , 1984 

Dhillon , H.S., "A Quantitative Model for Computing BenefiUCost Ratios for 
Research and Development Projects for Renewable Energy Projects in the U.S. 
Department of Energy" - Prepared for the U.S. Department of Energy , 1982 

Dhillon , H.S., and EI-Sawy, A., "Forecasting the Market Penetration of a New 
Technology," - Prepared for U.S. Department of Energy, 1979 

Dhillon , H.S. , and EI-Sawy, A., "Goal Oriented R&D Budgeting." - Prepared for 
U.S. Department of Energy, 1979 

Dhillon , H.S. , "Applicability and Impact of Fossil-Geothermal Hybrid Power 
Systems" -Prepared for U.S. Department of Energy, 1979 

Dhillon , H.S. , and EI-Sawy , A., "An Approach to the Risk Analysis of Government 
Sponsored Demonstration Projects ," - Prepared for U.S. Department of Energy, 
1979 

Dhillon , H.S., and EI-Sawy, A., "A Dynamic Program Resource Allocation Model 
for R&D Activities ," - Prepared for the MITRE Corporation , 1978 

Ball, L., Dhillon, H.S., EI-Sawy , A., and Matthews, M., "Benefit /Cost Analysis of 
the DOE Program for Geothe rmal Resource Exploration and Assessment 
Technology ," - Prepared for U.S. Department of Energy , 1978 

Dhillon , H.S. , "An Assessment of the Cost and Accessibility of Care in Distributed 
Health Care Delivery Systems in Rural Areas ," Health Services Journal - 1976 



Dhillon, H.S., "Telemedicine and Rural Primary Health Care: An Analysis of the 
Impact of Telecommunications Technology ," Socio-Economic Policy Sciences -
An International Journal - 1976 

Dhillon, H.S., "A Review of Models Relating NOx Emissions to Ambient Air 
Concentration ," - Prepared for U.S. Environmental Protection Agency, 1977 

Bennett , A.M., and Dhillon, H.S., "Application of Telecommunications Technology 
to the Delivery of Primary Health Care for Isolated Rural Areas," - Prepared for 
Department of Health, Education and Welfare, 1976 

Bennett , A.M., and Dhillon, H.S., "An Economic Analysis of Telemedicine 
Systems for Isolated Rural Areas ," Prepared for Department of Health, Education 
and Welfare, 1976 

Dhillon, H.S., "A Simulation Model for Estimating the Impact of Technology on 
the Extension of Diagnosis/Treatment Protocols Used by Non-Physician Pro­
viders ," Proceedings of the Summer Computer Simulation Conference, 1976 

Bennett , A.M., and Dhillon, H.S., "Accessibility and Cost Impacts of Telemedicine 
Systems for Isolated Rural Areas," - Prepared for Department of Health, 
Education and Welfare, 1975 

Bennett , A.M., and Dhillon, H.S., "Patient Trajectory Analysis : Testing A New 
Performance Assessment for Telemedicine Systems," - Prepared for Department 
of Health, Education and Welfare , 1975 

Dhillon, H.S., "Regional Planning of Outpatient Facilities," - presented at Health 
Care Conference , University of Massachusetts , 1974 

Dhillon, H.S., "A Computer Routine for Planning The Location of Service 
Facilities," 1973. (Part of Ph.D. Dissertation) 

Dhillon, H.S., "A Model for Planning the Location of Non-Emergency Health Care 
Facilities," 1973. (Part of Ph.D. Dissertation) 



ANDREA M. OLSON, PH.D. 

DIRECTOR: RESEARCH, DEVELOPMENT, AND MANAGEMENT OF EDUCATION/TRAINING 

Dynamic, innovative leader with demonstrated success in creating, implementing, and 
managing programs and materials that meet (and exceed) education and business objectives. 
Proven ability to advance institutiona l effectiveness by establishing outcome-based 
accountability while fostering individual growth and team productivity. Develop and lead 
conventional and virt ual teams of diverse members-interns to senior personnel. Possess deep 
understanding of human capital, business acumen, and society's goals. Proven effectiveness 
within a distributed workplace-estab lished travel, real time, and virtua l networks. 

Concept Mapping 
Web-based Content 
Assessment / Evaluation 

AREAS OF EXPERTISE 

Analysis / Knowledge Management 
Proposal Writing / Implementation 
Curriculum Development / Design 

SELECTED ACHIEVEMENTS 

Virtual Work Groups 
Entrepreneurship 

Management Partnerships 

Developed alliances with other colleges to integrate graduate-level management curricula 
within a range of programs (2010). 

Created and initiated global outreach cooperatives with four non-U.S. universities, including 
establishing an annual conference (2009-2010). 

Increased non-U.S. student base by developing an international recruiting process while 
reducing marketing costs by 33% (2009-2010). 

Developed curricular practical training focus to initiate non-U.S. student enrollments in 
graduate programs (2007-2008) . 

Maximized instructional effectiveness while reducing instructional costs 33% by creating 
and implement ing a faculty-team strategy (2006-07) . 

Designed and introduced a program sequence that produced lM of new revenue within its 
first year of implementation (2005-06). 

Increased client base 300%+ by developing Web-based marketing while reducing print ing, 
addressing, and mailing costs 67% over a six-year period (1997 to 2003). 

Directed the creation of Web-based, active-learning materials produced by a virtual work 
group and purchased by a commercial publisher (2001 - 2003). 

Developed and implemented a strategic growth plan for a college center that expanded its 
services to include three new targeted audiences while decreasing staff costs 42%. 

Created, marketed, and managed new outreach programs that increased membership 
100%+, increasing project revenues lO0K over a six-year period. 

Managed a virtua l work group to produce 10 commercially-published instructor texts . 

Co-developed and lead a reform initiative that was granted l.SM of external funding; its 
content and approaches were institutionalized within four years. 

Established/ operated a technical instructor certification program. 

Founded and managed a closely-held corporation from zero resource to lO0K+ annually. 
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SYNERGETIC EXPERIENCES 

Director of Research and Development, Globe Education Network (GEN) institutions, and 
Program Administrator, Graduate Studies, Globe University/Minnesota School of 
Business/Broadview University (September 2003 - present) 
In fall 2003, I researched the implementation of a Masters in Business Administration (MBA) graduate degree 
program for the institution . In March 2004, I joined the corporate staff, created the MBA Program, which was its 
first program to be offered exclusively online, and became the graduate program director. My position advanced 
to full-time diploma, undergraduate, and graduate program research and development director for all of the 
Globe Education Network institutions, including Globe University, Minnesota School of Business, Broadview 
University, Institute of Production and Recording, Minnesota School of Cosmetology, and Benchmark Learning. I 
collaborate with the discipline-specific program directors/faculty, industry experts, and corporate staff. 
Responsibilities range from developing and renewing content/pedagogy to securing and updating accreditation 
to educating and consulting with internal and external clients to developing and supporting online delivery 
systems to researching and establishing local, regional, national, and international academic initiatives . 
Designed and implemented a new format for a technical certificate program that produced lM of new revenue 
in nine months; developed online lecture series for masters' courses; designed and implemented a faculty-team 
approach that maximized effectiveness and decreased instructional costs by 33%; established the annual GEN 
Building International Community through Education Conference in 2009. 

Associate Director, Institute of Technology Center for Educational Programs, University 
of Minnesota (1993- 2004) 
Until my retirement in September 2004, I was the director of the Center's pre K-20 program development in 
mathematics and its related science and engineering applications. Under my direction, ITCEP grew from serving 
500-550 clients annually in 1994, to offering multi-faceted programs that serve 1,500+ clients annually. My 
collaboration with local and national policy groups led to the development of intervention/outreach programs 
(pre-collegiate to graduate studies) supported by private and public initiatives. Led Delta-M (Distance Education: 
Learning and Teaching Alternatives for Mathematics) State Colleges and Universities (MnSCU)/U of MN team, 
and managed the Center's 3M dollar annual budget. Responsibilities ranged from recruitment and development 
of the Center's 150+ staff to public relations to curricula/materials development to research and scholarship 
contributions. 

Co-Leader, Virtual Group Materials Development Team (1997 - 2003) 
As an education specialist, I managed the faculty, software programmers, commercial editors, and quality 
assurance staff on the development, design, production, and assessment of print-copy, CD ROM, and Web­
based instructor and student materials for commercial publication, which were the first interactive electronic 
supplementary materials for a top selling calculus textbook. 

Director, Globe College of Business (1991 - 1995) 
Evening school manager, which included the recruiting, hiring, and training of instructors from licensed 
technicians to masters-prepared faculty for the college's Diploma and Associates of Applied Science Degree 
programs. Responsibilities included curriculum/materials development, analyzing student and faculty data per 
state/federal standards-financial-aid reports and academic criteria-and instructor certification through self­
studies and on-site audits. My strategies helped to increase enrollment from 40 students per quarter in 1991 to 
120+ students per quarter by 1993. 

Technical Instructor Training Program (1983 - 2000) 
Created and implemented a state-certified instructor-training program for the MN Department of Commerce, 
which granted licensing and continuing education units (CEUs) for technical college teachers. I designed the 
training curricula; topics ranged from the philosophy of technical education to alternative pedagogy, plus 
industry-specific topics, which included courses that met cosmetology instructor MN license and license renewal 
requirements. Created print-copy and electronic courseware and trained co-instructors to teach the courses. 

Corporate Officer, Metro Services, Inc. (1981 - 1997) 
Chief Financial Officer of Metro Services, Inc., a closely-held MN corporation, which I co-founded and was a 
principle administrator; Metro was a diverse company that provided construction services within the state. 
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Cosmetology Instructor/Beauty Industry Consultant (1964- present) 
Experiences include work with MN and Iowa cosmetology and barbering schools, product education, curriculum 
development, accreditation processes consultation (ACICS, ACCSC & NACCAS); and development of courseware. 

Cosmetologist (1964 - 1970) 
Work included hair, skin and nail care cosmetic services, retail product sales, and salon management. 

PROFESSIONAL SERVICE 

Accrediting Council for Independent Colleges and Schools (ACICS) (2004- present) 
Institution, educational activities, and programmatic accreditation evaluator for initial inclusion, program 
approval, and re-accreditation site visits. Co-developer and initial co-presenter of distance education materials 
and workshops, and accreditation workshops for member institutions; create content and delivery methods. 
Member of the Internal Review Committee (IRC), review and make recommendations to the ACICS 
commissioners based on site visit findings. 

HIGHER EDUCATION 

Ph.D., Education Policy and Administration, University of Minnesota (1996) 
Degree focus: Policies that impact program administrat ion and professional development. 

M.Ed., Adult Education, University of Minnesota (1992) 
Degree focus: Education and training using technologies, emphasis on employees/employers. 

Bachelor of Arts, Metropolitan State University (1985) 
Degree focus: Business administration and fiscal management, emphasis in communications. 

SCHOLARSHIP 

Olson A., (2010). "Building Global Communities through Education," Globe Education Network Conference 
Proceedings/ November 2010. 

Olson A., (2009). "Building Global Communities through Education," Globe Education Network Conference 
Proceedings/ November 2009. 

Olson A., (2008). "Games (MBA) Students Play," Skit/Soft Education Focus: Perspectives MAY 2008. 

Olson A., Adams L., (2006). "Moving Beyond ROI: Measuring Team Performance and Two-Sided Accountabi lity," 
Skit/Soft Profiles in Learning: Perspectives MAY 2006. 

Keynes H., Olson A. (2004). "Mathemat ics Within: K-16 Connections," School Science and Mathematics 
Association Proceedings: 2003 Annual Conference. SSMA. 

Keynes H., Olson A., (2004). "The Making of the Tools for Enriching Calculus (TEC) CD-ROM: The Design of 
Silent Tutor Homework Hints-A Technological Teaching Assistant," ICTCM Proceedings: 15h Annual 
International Conference on Technology in Collegiate Mathematics. Pearson Education, Inc. 

Olson A. (2003). "Mathematics Within: K-20 Connections," Partners for Success Conference Proceedings: 
November 2003. Target Corporation . 

Keynes H., Olson A., (2003). "The Making of the Tools for Enriching Calculus (TEC) CD-ROM: Design Issues in 
Using Electronic Media to Improve Learning," ICTCM Proceedings: 14'1 Annual International Conference on 
Technology in Collegiate Mathematics. Pearson Education, Inc . 

Keynes H., Olson A. (2001). "The Making of the Tools for Enriching Calculus (TEC) CD-ROM: Pedagogical and 
Mathematical Issues in Using Technology," Quaestiones Mathematicae: Journal of the South African 
Mathematical Society, sup. no. 1: 169-176. 
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Keynes H., Olson A. (2001) . "Professional Development for Changing Undergraduate Mathematics Instruction," 
The Teaching and Learning of Mathematics at University Level: An ICM! Study, ed. D. Holton, Kluwer 
Academic/Plenum Publishers. 

Keynes H., Olson A., Singer K., Bibelnieks T. (2001) . "What can be done to Increase Enrollments of Talented 
Female Students: A Study of the I mpact of Middle School Intervention Programs," Changing the faces of 
Mathematics: Perspectives on Gender, NCTM. 

Keynes H., Olson A., O'Loughlin D., Shaw D. (2000) . "Redesigning the Calculus Sequence at a Research 
University: Issues, Implementation, and Objectives-A Three-Year Report," Calculus Renewal, Kluwer 
Academic/Plenum Publishers. 

Keynes H., Olson A. (2000) . "Redesigning the Calculus Sequence at a Research University: Issues, 
Implementation, and Objectives- An internationa l Report, ICMI Study Volume," International Journal of 
Mathematical Education in Science and Technology, vol. 31, no. 1. 

Keynes H., Olson A., Shaw, D., Wicklin F. (1999) . " Redesigning the Calculus Sequence at a Research University: 
Issues, Implementation, and Objectives," Contemporary Issues in Mathematics Education, Cambridge University 
Press. 

Keynes H., Olson A. (December 1998) . "Redesigning the Calculus Sequence at a Research University: Issues, 
Implementation, and Objectives," Proceedings of the International Commission on Mathematics Instruction 
(ICM!}, Singapore. 

Keynes H., Olson A., Shaw D., Singer K. (1998). "Building Programs for Promising Students Beyond the 
Classroom," NCTM. 

Keynes H., Olson A., Singer K. (1997) "Developing Mathematics Enrichment Workshops for Middle School 
Students: Philosophy and Sample Workshops," Journal of Mathematics and Science: Collaborative Explorations 
1, no. 1: 63-82. 

Olson A. (Oct . 1996) . "The Infl uence of Job Satisfaction on Part-time Faculty's Commitment to the Collegiate 
Function of Community Colleges," UMI Company, Ann Arbor, MI. 

Keynes H., Olson A. (Oct. 1995). "Calculus Reform as a Lever for Changing Curriculum and Instruction," 
Proceedings of the Fourth World Conference on Engineering Education, St. Paul, MN 

ORIGINAL C0URSEWARE/ APPLICATIONS 

Olson, A. (2006). Cosmetology Practitioner Training Online Materials 
Developed self-paced online learning materials for cosmetology school students, which are compatible with 
multiple applications. 

Olson, A. (1990). Student Records System 
Designed student record tracking system for cosmetology student clinical skill requirements, which is compatible 
with Microsoft® applications. 

Olson, A. (1985). Technical Instructor Training Software 
Created electron ic, self-paced learning materials for technical instructor training; included cosmetology - and 
barbering -industry specific modules and print-copy materials . 

Olson, A. (1984). Cosmetology: You and Your Hands. Smart Software Incorporated. St. Paul MN. 
Textbook author and Smart Tutor © software co-developer and author. 
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BEAUTY INDUSTRY LICENSES/CERTIFICATION 

Department of Commerce State of Minnesota Certified Technical Trainer (1983) 
Training courses included the development and delivery of a MN State Laws and Rules course, methodology, 
and advanced clinical training for cosmetology and barbering instr uctors; fulfilled state requirements for initia l 
licensure and CEU requirements for license renewal. 

Minnesota Cosmetologist Instructor License (1966) 
License included instruction of theory and application (clinical skills) for hair, skin and nail cosmetic care. 

Minnesota Cosmetologist/Manager License (1965) 
License included the practice of cosmetic services and the management of full-service cosmetology salons. 

Minnesota Cosmetologist License (1964) 
Practitioner license for hair, skin and nail cosmetic services. 
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PROFESSIONAL OBJECTIVES 

To Communicate 
As an executive leader, my role is to develop an environment that encourages people to accomplish their goals. 
This requires my understanding of human resources, business acumen/ and society's goals, hence the 
doctorate. I must also be a manager for which only experience can be the educator. 

To Educate 
Throughout my career, my focus continues to be on professional development and instructional design rather 
than instructing; by enabling others to become leaders/ I can actually reach a wider audience. 

To LEAD 

As a director, my self-established goal is to ensure that good administrative policies are developed and best 
practices are followed; thereby individual and team effectiveness is enhanced and innovation results. 

PROFESSIONAL PHILOSOPHY 

The field of academic program management has evolved from merely identifying curriculum to building cultural 

constructs, statements of social consciousness, economic philosophies, and political statements. Employability is 
a goal concurrent with the ideals of education, and the demand for diversification within curricula identifies the 
search for meanings common to all people. To develop functional, dynamic materials, one must consider the 
following social realities of the twenty -first century: 

• Current and future employment trends indicate that people can no longer assume that learning a 
specific set of skills will prepare them for work. Emerging technologies are eliminating jobs that do 
not require decision-making abilities. 

• The virtual community is now a reality. Education must reflect the blurred distinction between 

knowledge and skills; people need to learn high-level skills that allow them to cope with rapid 
changes within conventional and virtua l milieus. 

• The urbanization of ethnic minorities shows that the United States' minorities are fast becoming 
the majorities in 53 of its 100 largest cities. A critical shift is required in accessible education for 
emerging urban populations, which can be possible only through business/education partnerships 
that fulfill both academic and industry needs. 

• Lifelong learning is a necessity for survival in today's world. Continuous education, rather than 

mere facts or specialized skills, are in demand, and employee assessments are based on their 
ability to communicate and work cooperatively while solving problems. 

People with narrow skills and the inability to turn information into ideas, and ideas into information, will be 
unable to cope. Therefore, educators must create instructional strategies, within a collaborative context, to 
increase people's understanding of the patterns that connect the disciplines, combined with the unique details 

that separate the subjects-not fragmented, isolated content or techniques. This methodology fosters 
innovation, a critical attr ibute in a world where the only constant is change. 

Executive leaders are confronted with the challenge of developing programs that empower individuals to 

provide information pertinent to the ever-emerging, global community. My administrative practices reflect these 
principles through my use of collaborative management strategies that encourage the creation of substantive, 
imaginative, and dynamic outcomes grounded by supportive leadership. 
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C. DEWITT SALLEY, .JR. Curriculum Vita 

Linkedln: http://www.linkedin.com/ in/wittsalley • Skype: witt.salley • Twitter: @wittsalley 

Academic Credentials 

Feb. 2006 - May 2014 

Oct. 2004 - Sept . 2005 

Aug. 2003 - May 2004 

June 1999 - May 2001 

Doctor of Education in Elearning and Onlin e Teaching 
Northcentral University • Prescott Va lley, Arizona 

Dissertation: Relationships among Employment Status, Teaching Load, and 
Student Performance in Community College Online Courses 

Maste r of Science in Education: Online Teaching and Learning 
California State University, East Bay • Hayward, California 

Project: A Step in the Write Direction: Developing an Online Technical Report 
Writing Course for a Two-Year College 

Graduat e Studi es in Engli sh: Technical and Prof essional Writing 
Missouri State University • Springfield, Missouri 

Credits: 22 Graduate Hours in English Coursework 

Bachelor of Scienc e in Prof essional Writing 
Missouri State University• Springfield, Missouri 

Minors : English and Film Studies• Honors: Summa Cum Laude 

Leadership Development 

July 2010 

Aug. 2009 - Oct. 2009 

June 2009 

Aug. 2008 - May 2009 

Distance Learning Leadership Acad emy 
Instructional Technology Council • Portland, Maine 

Institute fo r Emerging Lead ership in On line Lea rning 
The Pennsylvania State University and Sloan Consort ium • Multiple Locations 

Summer Leadership Academy 
Council of North Central Two-Year Colleges • Oklahoma City, Oklahoma 

Leadership OTC 
Ozarks Technical Commu nity College • Springfiel d , Missour i 
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Professional Certifications 

Oct. 2004 - March 2005 

July - Dec. 2004 

Graduate Certificate in Online Teaching and Learning 
California State University, East Bay• Hayward , California 

Certified Online Instructor (COI) Program 
Learning Resources Network • River Falls, Wisconsin 

Academic Leadership Roles 

July 2012 - pr esent Director of Clemson Online (founding) 
Clemson University • Clemson, South Carolina 

Pr imary Respon sibilit ies Report to the Provost and Vice President fo r Academic Affairs. 

• Work closely with leadership teams across the University to develop hig h­
quality courses and programs in blended -learning and online formats. 

Provide vision, leadership, directio n, and expertise in support of faculty 
design, delivery, and evaluation of technology-enhanced and online 
courses and instructional mate rials. 

Develop appropriate requirements, standar ds, and training for onl ine 
course development. 

Evaluate courses to ensure they are pedagogically sou nd and provide a 
high-quality learning experience for students. 

Develop and impleme nt a strategic planning process and business plan for 
online educat ion. 

Ensure compliance with government regu lations and accreditat ion 
standards. 

Develop and maintain effective elearning infrastructure and support for 
faculty development (working closely with Clemson Computing and 
I nformation Technology staff) . 

• Market on line cou rses to current and prospective students. 

April 2012 - May 20 12 Executive Director of Online Learning 
Bryan University • Springfield, Missouri 

Pr imar y Respon sibili ties Oversaw all operations of the university's on line division. 

Managed delivery of diploma, associate, bachelor's and master's degree 
programs to approximately 700 online and hybrid students. 

Supervised the Online Academic Dean, Academic Success Manager, 
Admissions Managers, Career Services Manager, Lead Financial Assistance 
Coordinator, Registrar, and Student Services Coordinator. 

Mentored personnel on meeting performance object ives and compliance 
standards. 

Initiated a learning management system eva luation process. 

Consulted with the Chief Academic Officer on online curriculum revisions. 

Provided vision for a new online faculty certification process. 

Performed other duties as assigned by the Vice President of Operat ions. 
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July 2010 - Dec. 2011 College Director of OTC Online 
Ozarks Technical Community College • Springfield, Missouri 

Primary Responsibilities Served as the ch ief administrative officer of OTC Online, reported to the 
Provost, and sat on the Deans' Council. 

Provided leaders hip for increasing the quality, scale, breadth, and 
sustainability of OTC Online . 

Supervised operations in Onlin e Instructional Development, Elearning 
Outreach, and Media Services. 

Managed a team of 200+ onl ine instructors, four lead online faculty, six 
administrators, two professional staff, and twelve part -time staff. 

Conducted short- and long-term strategic planning for OTC Online. 

Developed budget proposals, prioritized resource allocation, approved 
expenditures, and sought new funding opportunities. 

Led chairs , deans, and OTC Online administrators in iden tifying new online 
courses and programs; scheduling and increasing online offerings; 
select ing faculty to develop and teach online courses; and improving the 
effectiveness of online courses, programs, and instructors. 

Oversaw online course scheduling and staffing to ensure maximum 
capacity and quality, set online class caps, approved student overrides in 
closed online sections, and recommended on line course cancel lations. 

Directed the recru itm ent, certification, development, support, supervision, 
eva luat ion, and retent ion of online faculty. 

Cultivated continuous quality improvement throughout OTC Online and 
ensured compl iance with accreditat ion standards and best practices. 

Devised, implemented, and managed strategies for increasing student 
enrollment and success in OTC Online courses and programs. 

Evaluated and supported the performance of OTC Online administrators, 
staff, and faculty. 

Collaborated with support areas to provide cutting-edge resources and 
serv ices to OTC Online students and to ensure the online exam proctoring 
requirement is carried out effectively. 

Served as the clearinghouse for online faculty and student comp laints, 
invo lved the appropriate department chair and dean in resolutions, and 
elevated concerns as necessary. 

Promoted excellence in online teaching and learning through internal and 
external recognition avenues. 

Assisted in marketing efforts and develo ped internal and external 
partnerships to support OTC Online. 

Performed other dut ies as assigned by t he Provost. 

Aug . 2009 - March 2011 Self-Study Coordinator and Continued Accreditation Liaison 
Ozarks Technical Community College • Springfield, Missouri 

Primary Responsibilities Acted as a lia ison between the College and Higher Learn ing Commission . 

• Implemented and oversaw self-study and action-planning processes. 

Created and monitored the timeline for the self-study process. 

Managed the Self-Study Steering Committee and subcommittees, incl uding 
those for the accreditation criteria, the resource room and webpage, 
education and public relations , and the final draft. 

Organ ized and conducted Steering Committee meetings and retreats. 

Coordinated reviews and revisions of self-study drafts. 

Directed the editing and design of the final report . 
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July 2006 - June 2010 

Administered the printing and distr ibution of the final report. 

Made preparations for the HLC accreditat ion site visit, including it inerary 
development itine rary in col laboration with the eva luation team chair. 

Provided staff support to t he HLC eva luation team. 

Submitted t he final report and associated documentation to the 
Commission and the HLC evaluation team. 

Performed responsibilities along with the Dean of Academic Services. 

Director of Online Teaching and Learning 
Ozarks Technical Community College • Springfield, Missouri 

Prim a ry Respon sibilit ies • Reported to the Vice President of Academ ic Affairs for two years and to the 
Dean of Learn ing Resources for the preced ing two years. 

Collaborated with academic deans and d ivision cha irs to select and 
schedule faculty to develop, deliver, and mon itor onli ne courses. 

Designed and directed the development of online courses and programs 
for t he College and worked with faculty to implement online course 
materials and learning modules . 

Maintained the Blackboard course management system and served as the 
instructional system administrator. 

Reviewed online courses as they were developed, supervised and 
eva luated online faculty, and directed the research and deve lopme nt of 
new online courses and programs. 

Coordinated professional deve lopment opportunities addressing the use of 
instructional technolog ies and helped write instructional technology grants 
submitted by the College. 

Superv ised 100+ online faculty, three full-t ime professiona l staff, five 
part-t ime staff, and two work-study employees . 

July 200s - June 2006 Director of Instructional Technology 
Ozarks Technical Commu nity College • Springfield, Missouri 

Pri mary Respon sibili ties Reported to the Assistant Dean of the Evening and Weekend Col lege. 

Provided technical support to OTC faculty delivering courses on line. 

Recruited and trained faculty in the design and delivery of online courses. 

Resolved on line student complaints and grievances. 

Superv ised 70+ online faculty and two f ull-time staff members . 

Elected Leadership Positions 

July 2010 - July 2011 

Pri mary Respo nsibilit ies 

President 
Missouri Distance Learning Associat ion • Springfield, Missouri 

Served the Execut ive Officer of the Associat ion. 

Presided at all business meetings and meetings of the Board of Directors. 

Oversaw the Association's annual conference and membership meeting. 

Carried out instruct ions of the Board of Directors. 

Represented the Association at state and nat ional meetings . 
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July 2009 - July 2010 Vice Pre sident 
Missouri Distance Learning Association • Springfield, Missouri 

Pr ima ry Respon sibilit ies Functioned as Executive Office r of MoDLA in the President's absence . 

July 2008 - July 2009 

Served on committees and performed such other duties as delegated by 
t he President and Board of Directors. 

Organized and executed the Association's annual conference and 
membership meeting. 

Member: Board of Directors 
Missouri Distance Learning Association • Springfield, Missouri 

Prim a ry Respon sibiliti es • Attended monthly meetings and voted in motions regarding the 
Association and all of its activities, including the annual conference. 

Served on committees and performed other duties as delegated by the 
Preside nt, Vice President, and Board of Directors . 

Represented regional constituencies in Assoc iation business and decisions. 

Elearning and Higher Education Consulting 

Jan. 2010 - present Community College Liaison and Workshop Production Consultant 
The Sloan Consortium • Newburyport, Massachusetts 

Prima ry Respon sibilit ies Produces on line faculty development workshops on on line education. 

Uses Moodie for asynchronous workshops and Elluminate for live sessions. 

Consults on community college relations and services. 

Participates in online staff meetings and training sessions. 

Feb. 2009 - April 2009 Online Program Reviewer 
Samuel Merritt University • Oakla nd, California 

Pr ima ry Respo nsibili ties Provided a comprehensive review of the Master of Science in Nursing 
Online Program to the Assistant Vice President of Academ ic Affairs . 

Followed general online program evaluation criteria as well as rubrics of 
t he Western Associatio n of Schools and Colleges . 

Identified strengths and challenges of the onl ine program, as well as 
recommended strategies for improvement, in a ten-page report. 

Teaching Experience 

Jan. 2013 - Dec. 2013 

Course Taught 

Sept . 2008 - pr esent 

Cours e Tau ght 

Adjunct Lecturer of English 
Clemson University • Clemson, South Carolina 

ENGL 3150 : Scienti fi c Wri t ing and Communication 

Graduate Lecturer of Online Teaching and Learning 
California State University, East Bay • Hayward, California 

EDUI 6705 : Educational Planning and Deve lopment for Online Programs 
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June 2004 - Aug. 2011 

Courses Taught 

Aug. 2003 - July 2005 

Courses Taught 

Adjunct Instructor 
Ozarks Technical Community College • Springfield, Missouri 

EDU 225: Technology for Teachers (on line; seated) 

ENG 101 : Com position I ( onli ne) 

ENG 102: Compos ition II (online) 

PLS 101: American Government and Politics (online; seated) 

SSM 201: The State of Education (online) 

Adjunct Instructor 
North Arkansas College • Harrison, Arkansas 

ENGL 1013: English Composition I (on line) 

ENGL 1023: English Composition II (online) 

ENGL 1033: Technica l Report Writing (on line; seated) 

ENGL 1113 : Techn ical English Composition (blended; seated) 

Curriculum Development Leadership 

Online Courses EDU 225: Technology for Teachers (Ozarks Technical Community College) 

ENG 101: Composition I (Ozarks Technica l Community College) 

Online Programs 

• ENG 102: Compos ition II (Ozarks Technical Community Col lege) 

ENGL 1013: English Composition I (North Arkansas College) 

ENGL 1023: English Composition II (North Arkansas Col lege) 

ENGL 1033: Technica l Report Writing (North Arkansas College) 

ENGL 1113: Technica l English Composition (North Arkansas College) 

ENGL 3150: Scientific Writing and Communication (Clemson University) 

PLS 101: American Government (Ozarks Technical Community College) 

SSM 201: The State of Education (Ozarks Technical Commun it y College) 

A.A. in General Education (Ozarks Technical Community College) 

A.A . in Teaching (Oza rks Technical Community College) 

A.A.S. in Accounting (Ozarks Tech nical Community College) 

A.A.S. in Business and Marketing (Ozarks Technical Community College) 

A.A.S . in Business Technology (Ozarks Technica l Community College) 

Certificate in Business & Mar keti ng (Ozarks Technical Community College) 

Certificate in Business Technology (Ozarks Technical Community College) 

Continuing Education Certificates in Crisis & Disaster Management and 
Supe rv ision & Leadersh ip (Ozarks Technica l Community College) 

Continuing Education Mastery Certificate in Packagin g Design (Clemson 
University) 

College Service Activities 

2009 - 2011 Chair: Ad-Hoc Workgroups and Taskforces 
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2005 - 20 11 

Ozarks Technical Commu nity College • Springfiel d , Missouri 

Academic Continuity Wor kgroup (2009) 

Academic Integr ity Taskforce (2008 - 2009) 

Curricu lum Obj ective Workgroup (2009) 

Online Tutoring Taskfo rce (2007 - 2008) 

Strategic Init iat ive #3 Taskforce (2010 - present) 

Memb er: Standing Committees and Councils 
Ozarks Technical Commu nity College • Springfie ld , Missou ri 

Assessment Committee (2009 - present) 

• Center for Workforce Development Counci l (2009 - 2010) 

Deans' Council (2009 - present) 

Executive Curriculum and Instruction Committee (2006 - 2010) 

Information Technology Council (2007 - 2009) 

I nstitutiona l Advancement Council (2010 - present) 

Instructiona l Council (2006 - 2010) 

OTC On line Comm ittee (2005 - present; ex officio) 

Strategic Planning Council (2010 - present) 

Hiring Committee Service 

2008 - 2010 

200 5 - 2010 

Chair: Sea rch and Selection Committee s 
Ozarks Technical Commu nity College • Springfield, Missour i 

Academic Specia lists for Online Teaching and Learning 

Assistant Director of Online Teaching and Learn ing 

Coordinator of Online Instructional Deve lopment 

Director of Media Services 

Lead Online I nstructor of Business, Accounting, and Economics 

Lead Online I nstructor of English 

Lead Online Instructor of Sciences 

Member: Search and Selection Committee s 
Ozarks Technical Communi ty College • Springfie ld , Missour i 

Ass istant Dean of Sciences 

Coordinator of Teacher Education 

Coordinator of Video Production 

Data Storage Systems Administrator 

Dean of General Education 

Desktop Deployment Systems Administrator 

• Desktop Deployment Technician 

Employee Recruitment Specialist 

• Extended Hours Support Technician 

Financial Aid Advisor 
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Financial Aid Representative 

IT Training Coordinator 

Career and Technical Education Instructors: Computer Information 
Science, Economics, General Business, International Business 

General Educat ion Instructors: Biology, Chemistry, Developmental English, 
Geography, Humanities, Psychology, Technical Writing 

Media Coverage and Interviews 

News a nd Journa l 
Cita tions 

Fujiwara, D. (2014, April 7). Clemson invests to expand online platform. 
GSA Business. Retrieved from http://www.gsabusiness.com 

Laderman, M. (2013, November 6) . Clemson University recognized as one 
of the nation's 35 colleges revolution izing online education. The 
Newsstand. Retrieved from http://newsstand.clemson.edu 

Roscor la, T . (2012, July 20) . Why higher education is looking fore­
learn ing leaders. Center for Digital Education. Retrieved from 
http://www.centerdigita led.com 

Kyle, C. (n.d.). Are online classes right for you? Yahoo! Education. 
Retrieved from http ://educat ion . yahoo. net 

Moring, R. (2011, August 6). OTC credits easier to transfer. Springfield 
News -Leader. Retrieved from Retrieved from http://www.news - leader.com 

Tang, D. (2011, August 6). OTC also exploring online partnership with 
MSU. Springfield News-Leader. Retr ieved from Retrieved from 
http://www.news-leader.com 

Tang, D. (2010, November 30). OTC students get four -year online degree 
option. Springfield News-Leader. Retrieved from http://www.news­
leader.com 

Koeh ler, 5 . R. (2010, September 26). OTC requests your help in 
accreditation process. Springfield News-Leader. Retrieved from 
http://www.news-leader.com 

Tang, D. (2010, September 15) . Rural Internet access gets major fund 
boost. Springfield News -Leader. Retrieved from http://www.news­
leader.com 

Koeh ler, 5 . R. (2010, June 4). OTC's Web-based classes pop ular. 
Springfield News-Leader. Retrieved from http ://www.news-leader.com 

Parry, M. (2009, October 30). Online education, growing fast, eyes the 
truly "big time." The Chronicle of Higher Education. Retrieved on the Wired 
Campus Blog from http://chronicle.com 

Tang, D. (2009, October 26). Universities' virtual campuses growing fast: 
I nstructors work to meet student needs in cyberspace. Springfield News­
Leader . Retrieved from http://www .news-leader .com 

Koeh ler, 5 . R. (2009, September 4). New, online offerings meet student 
needs. Springfield News-Leader. Retr ieved from http://www.news­
leader.com 

Hoffman, E. (2009, August 26). Downloading an education: Online class 
enrollment on the rise thanks to economy, promises by the president. 
Christian County Headliner News . Retrieved from 
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Video and Pod casts 

http://www.ccheadliner.com 

Tang, D. (2008, November 2). Home schooling isn't just for kids anymore. 
Springfield News-Leader. Retrieved from http://www .news-leader.com 

Dillon, S. (2008, June 11). High cost of driving ign ites onlin e classes 
boom. The New York Times. Retrieved from http:www .nyt imes.com 

Schroeder, R. E. (2011, June 30). Online learning today. eduMOOC: Online 
Learning Today ... and Tomorrow . Retrieved from https://sites.google 
.com/site/edumooc/edumooc-week-one-on line-learning-today 

Schroeder, R. E. (2010, August 1). Educators focus on distance learn ing in 
Springfield, MO. Online Learning Update . Retrieved from http://people.uis 
.edu/rschrl/onli nelearning/?p = 788 

Chen, A. (2008, June 9). High gas prices force students to get degrees 
online. KSMU. Podcast retrieved from http ://www.ksmu.org/content/view 
/3330/2/ 

Shelton, M. (Producer). (2005, November 21). Benefits and challenges of 
onl ine learning . Making Democracy Work (hosted by K. Murnan) . KSMU. 
Pod cast retrieved from http ://www .ksmu.org/content/view/2337 /80/ 

Professional Publications 

Technical Reports 

Refereed Articles 

Salley, C. D., Jr. (2013, December). Report of a requested consultation 
and evaluation of online education at Midlands Technical College . External 
program review prepared for the Office of Educational Technology . West 
Columb ia, SC: Midlands Technica l College. 10 pp. 

Salley, C. D., Jr. (2013, December). Report of a requested consultation 
and evaluation of online education at York Technical College. External 
program review prepared for the Center for Teaching and Learning . Rock 
Hill, SC: York Technical College. 8 pp. 

Perk ins, K. S., Salley, C. D., Jr. & et al. (2010, December) . Ozarks 
Technical Community College: 2011 self-study report for continued 
accreditation. Self-study prepared for the Higher Learning Commission. 
Chicago, IL : North Central Association of Colleges and Schools. 196 pp. 

Salley, C. D., Jr. (2009, Apri l). Results and recommendations of a 
commissioned external review of the Master of Science in Nursing Online 
Program. External program review prepared for the Office of Academic 
Affairs. Oakland, CA: Samuel Merritt University . 10 pp. 

Salley, C. D., Jr., Skurat Harris , H. A., & Rice, S. A. (2007, October). 
Service area review and planning document for the Office of Online 
Teaching and Learning . Five-year review prepared for the Office of 
Institutiona l Effectiveness . Springfield, MO: Ozarks Technical Community 
College . 52 pp . 

Salley, C. D., Jr., Schodowski, P. F., & Jackson, J. A. (2007, January). 
Request for institutional change: Request for approval to offer degrees 
online. Self-study prepared for the Higher Learning Commission of the 
North Central Association of Colleges and Schools. Springfield, MO: Ozarks 
Technical Commun ity College. 105 pp. 

Salley, L. A., & Salley, C. D., Jr. (2006, Summer) . "Mak ing cities and then 
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making them crumble": Francesca Lia Block's place in the young adult 
novel. The ALAN Review, 33(3), 81-92. 

Snodgrass, C. B., & Salley, C. D., Jr. (2007, May) . Trend and data analysis 
review of an audit on virtual learning. Transescent: The Journal of the 
Missouri Middle School Association, 31 ( 4), 4 - 7 . 

Professional Presentations 

National Pr ese ntations 

Reg ional Pr ese ntation s 

Stoner, G., Salley, C. D., Jr., Kannapell, J., & Schroeder, R. (2014, 
February). Go/grow online: Alternative approaches . Concurrent session 
presented at the University Professional and Continuing Education 
Association Annual Conference, Miami, FL. 

Schroeder, R., Hartman, J., & Salley, C. D., Jr. (2014, January). Emerging 
technologies, new strategic opportunities : What's next? Spotlight sessio n 
presented at t he Joint UPCEA-ACE Summit for Online Leadership and 
Strategy, San Diego, CA. 

Carroll, H., & Salley, C. D., Jr. (2013, June). Lessons learned: Fixing a 
training program for online faculty . Concurrent session presented at the 
Distance Learning Administration Conference, Jekyll I sland, GA. 

• Garland, D. K., & Salley, C. D., Jr. (2011, May). Revolution, popcorn, the 
future: How is your distance learning program preparing? Concurrent 
session prese nted at the United States Distance Learning Conference, 
Saint Louis, MO. 

Salley, C. D., Jr., & Edwards, J. M. (2009, June). Doing more with less: 
Fulfilling an unfunded proctoring mandate for online courses . Concurrent 
session presented at the Distance Learn ing Adm inistration Conference, 
Saint Simons Island, GA. 

Salley, C. D., Jr., & Germeroth, V. R. (2009, June). From inside out: 
Strengthening student learning through in-house online tutoring. 
Concurrent session presented at the Distance Learning Administration 
Conference, Saint Simons Island, GA. 

Salley, C. D., Jr., & Talbott, B. L. (2009, June). Assessment challenges and 
solutions in online teaching and learning. Concurrent session presented at 
t he Distance Learning Administration Confere nce, Saint Simons Island, GA. 

Salley, C. D., Jr., & Skurat Harr is, H. A. (2008, June). Face-to-face to 
cyberspace: Training and assessing new online faculty. Concurrent session 
presented by the Distance Learning Administration Conference, Jekyll 
Island, GA. 

Salley, C. D., Jr. (2003, March). Does "A"= author? The possibility of the 
student writer as author in the contemporary composition classroom. 
Paper presented at the Conference on College Composition and 
Communication, New York, NY. 

Salley, C. D., Jr., Harris, J. L., Salley, L.A., & Skurat Harris, H. A. (2006, 
October) . From face-to-face to cyberspace: Transitions and 
transformations in online teaching and learning. Special interest group 
facilitated at the Two-Year College English Association-Midwest 
Conference, Saint Char les, MO. 

Salley, C. D., Jr. (2004, October). Now playing in cyberspace: How online 
technical writing classes can benefit two-year college students. Featured 
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State Presentations 

Internal Presentations 

concurrent session presented at the Two-Year College English Association­
Midwest Conference, Peoria, IL. 

Salley, L.A., & Salley, C. D., Jr. (2002, Octobe r). Painting over fault lines: 
Where should we go with bad sessions? Workshop presented at the 
National Council on Peer Tutoring in Writing and the Midwest Writing 
Centers Association Joint Conference, Lawrence , KS. 

Salley, C. D., Jr., & Hirner, L. J. (2011, March). elearning officers' special 
interest group. Concurrent session at the Higher Education Learning and 
Information exchange Conference, Osage Beach, MO. 

Salley, C. D., Jr., & Hirner, L. J. (2010, November). Distance learning 
professionals' luncheon. Pre-conference meeting at the 46 th annual 
convention of the Missouri Community College Association, St. Louis, MO. 

Salley, C. D., Jr., & Hirner, L. J. (2010, July) . Chief elearning officers' 
special interest group. Concurrent session at the Missouri Distance 
Learning Association Conference, Springfield, MO. 

Salley, C. D., Jr ., & Hirner, L. J. (2010, March). elearning leadership in 
Missouri community colleges: A special interest group. Concurrent session 
at the Higher Educat ion Learning and Information eXchange Conference, 
Osage Beach, MO. 

Salley, C. D., Jr. (2009, November). From the ground up: Building a 
successful online program at the community college. Featured session 
presented at the Missouri Community College Association Convention, Lake 
Ozark, MO. (Invited Presentation ) 

Edwards, J. M., & Salley, C. D., Jr. (2009, July). Doing more with less : 
Fulfilling an unfunded proctoring mandate for online courses . Concurrent 
session prese nted at the Missouri Distance Learning Association 
Conference, Osage Beach, MO. 

Salley, C. D., Jr., & Germeroth, V. R. (2009, July). From inside out: 
Gearing up for the next decade with in-house online tutoring. Concur rent 
session presented at the Missouri Distance Learning Association 
Conference, Osage Beach, MO. 

Salley, C. D., Jr . (2009, March). Shedding old skins: The transformation 
from seated instructor to online instructor. Featured session presented at 
the 42 nd Oklahoma Association of Communi ty Colleges Conference, 
Midwest City, OK. (Invited Presentation ) 

Salley, C. D., Jr. , & Skurat Harris, H. A. (2008, July). Putting teachers 
"through the paces": Training, mentoring, and assessing online faculty. 
Concurrent session presented at the Missouri Distance Learn ing 
Association Conference, Osage Beach, MO. 

Snodgrass, C. B., & Salley, C. D., Jr. (2007, July). Applets for everyone: 
Finding and using free interactive online games . Concurrent session 
presented by the Missouri Dista nce Learning Association Conference, 
Osage Beach, MO. 

Salley, C. D., Jr. (2009, October). Evaluating online teaching 
effectiveness : Who, what, when, where, why, and how. Presented at 
Department Chair Academy, Ozarks Technical Community College, 
Springfield, MO. 

Salley, C. D., Jr. (2009, May). Online teaching and learning at OTC: A 
report to the Board of Truste es . Presented at the Monthly Meeting of the 
Board of Trustees, Ozarks Technical Community College, Springfield, MO. 
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Salley, C. D., Jr. (2006, August) . Choose your own adventure: Burning 
Blackboard questions. Breakout session presented at the Faculty and Staff 
Convocation, Ozarks Technical Community College, Springfield, MO. 

Salley, C. D., Jr. (2006, August). Lost in cyberspace no more: An 
alternative for providing online student feedback via Blackboard. Breakout 
session presented at the Faculty and Staff Convocation, Ozarks Technical 
Commun ity Col lege, Springfield, MO. 

Salley, C. D., Jr. (2006, August). Something old, something new : The 
evaluation of online teaching and learning at OTC. Breakout session 
presented at the Faculty and Staff Convocation, Ozarks Technical 
Community Col lege , Springfield, MO. 

Salley, C. D., Jr. (2006, March). Online teaching and learning at OTC: A 
report to the Board of Trustees. Presented at the Monthly Meeting of the 
Board of Trustees, Ozarks Technical Community College, Springfield, MO. 

Salley, C. D., Jr., & Curt is, C. E. (2006, February). Online faculty 
development with Rena M. Palfoff and Keith Pratt. Series of sessions 
presented at the Spring 2006 Faculty and Staff Professional Development 
Day, Ozarks Techn ical Community College, Springfield, MO. 

Salley, C. D., Jr. (2006, January) . Using the Windows Sound Recorder to 
enhance student learning. Breakout session presented at the Spring 2006 
Faculty and Staff Convocation, Ozar ks Technical Community College, 
Springfield, MO. 

• Salley, C. D., Jr. (2005, August). "Give a little bit of heart and soul": 
Collaboration in the virtual classroom. Breakout session presented at the 
Fall 2005 Faculty and Staff Convocation, Ozarks Technica l Community 
College, Springfield, MO. 

Salley, C. D., Jr. (2005, August). Teaching somewhere you have never 
taught before : Some best practices for cyberspace. Breakout session 
presented at the Fall 2005 Faculty and Staff Convocation, Ozarks Technical 
Community Col lege, Springfield, MO. 

Professional Honors 

Aug. 2008 

Oct. 2004 

Excellence in Education Award: Administrative Category 
Ozarks Technical Community College • Springfield, Missouri 

Outstanding Adjunct Faculty Proposal Award 
Two-Year College English Associat ion - Midwest Region • Peoria, Illinois 

Current Professional Affiliations 

Internat ional and 
National 

The Sloan Consortium (Sloan-C) 

Instructiona l Technology Council (ITC) 

United States Distance Learning Association (USDLA) 

University Professional and Continuing Education Association (UPCEA) 
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Case Name: In the Matter of Accrediting Council for 
Independent Colleges and Schools 

Docket No.: 16-44-0 

Filing Party: Respondent, Accrediting Council for Independent 
Colleges and Schools 

Exhibit No.: B-0-95 



From : 
To : 
Cc: 
Subject : 
Date: 
Attachments: 

Hi Ms. Boyd, 

John Piazza 

LaToya Boyd: Evaluator Manager 
Perliter Walters-Gilliam 
RE: ACICS Evaluato r File Updates--Educatio nal Act ivit ies 

Monday, May 23 , 2016 9:44 :35 AM 
Resume .pdf 
Job Descriotjon Culinary Director4-06-09 doc 

Thank you fo r your email request ing updates. It was sent direct ly to my clutter fo lde r. 

As my resume states, I am sti ll the Director of Culinary Arts at Dorsey Schools Culinary Academy. A 

job description is attached as we ll as my resume. 

I hope I can conti nue wit h ACICS. I value t he process, t he professiona lism it requires, and t he 

standards that are upheld. 

Thank you, 

John T. Piazza, CEC 
Culinary Arts Program Director - Corporate Office 

Dorsey Culinary Academy 

31799 John R Road 

Madison Heights, M l. 4807 1 
fb )(6) I 

http://www .dorsey.edu 

From: LaToya Boyd [mail to:LBoy d@acics.org] 

Sent: Friday, May 6, 2016 12:31 PM 

To: Evaluat or Ma nager 

Cc: Perliter Wa lters -Gilliam 

Subject : ACICS Evaluato r File Updates- -Educationa l Activities 

Hello, 



ACICS is in the process of updat ing its Evaluator files . To cont inue in your role as an Educational 

Activities Evaluator, please provide the fol lowi ng info rmation wit hin one week of this email : 

1. Updated Resume 

2. Evidence/Verification of Experience with-

a. Faculty Oversight 

b. Academic Administration 

c. Curriculum Development 

While we apprec iate your previous service, failu re to provide t his informa ti on wit hin t he requested 

t imefr ame wil l result in you r loss of Educational Acti vities Evaluator status with ACICS. 

Thank you fo r your prompt atte nt ion to th is matter. 

Regards, 

LaToya Boyd 

Accredita t ion Coordinator 

Accrediting Council fo r Independent Colleges and Schools 

750 First Street, NE I Suite 980 I Washington, DC 20002 

www.acjcs.org I 202.336.677 7 - p 



From : 
To : 
Subject : 
Date: 
Attachments: 

Dear Ms. Boyd, 

Stevens, Elka 

LaJoya Boyd 
Re: 2nd request -ACICS Evaluator File Updates 
Monday, May 23, 2016 12:50 :49 AM 
E!!sa_S~ns ACICS 2016.Rdf. 

I hope you are well. 

Please find t he enclosed abbreviate d CV and cover letter. I look forward to continuing a working 

relat ionship with ACICS. Thank you for your consideration. 

EMS 

Live artfully! 

Elka M . Stevens, Ph.D. 

Associate Professor & Fashion Program Coo rdinator, Departmen t of Art 

Howa rd Universi t y 

2006 Childers Hall (Fine Art s Build ing) 

2455 Sixt h Street , NW 

Washingto n, DC 20059 

202.806 . 7103 - office 
202.806.9258 - fax 

esteve ns@howard .edu - ema il 

From: LaToya Boyd <LBoyd@acics.org> 

Sent: Tuesday, May 17, 2016 9:26:30 AM 

To: Perlite r Walt ers-Gill iam 

Cc: Evaluator Ma nager 

Subject : 2nd request -ACICS Evaluato r File Updates 

Hel lo, 

ACICS is in t he process of updat ing its Evaluato r files . To cont inue in your role as an Educational 

Activities Evaluator , please provide t he fo llowi ng info rmat ion no later than Friday, May 20, 2016: 

1. Updat ed Resume showing Evidence/Verification of Experience with-

a. Faculty Oversight 

b. Academic Administration 

c. Curriculum Development 

W hile we appreciate your previous service, fa ilure to provide t his informa t ion w ith in t he requested 

t imefr ame wil l result in your loss of Educat ional Acti vities Evaluator status with ACICS. 



Thank you for your prompt attent ion to th is matter. 

Regards, 

LaToya Boyd 

Accred itation Coordinator 

Accrediting Council fo r Independe nt Colleges and Schools 

750 First Street, NE I Suite 980 I Washington, DC 20002 

www.acics.org I 202.336.6777 - p 



From : 
To : 
Subject : 
Date: 
Attachments: 

Hi LaToya, 

P Talbert 

LaJoya Boyd 
RE: ACICS Evaluator File Updates--D istance Education- Please disregard previous email 
Tuesday, May 10, 2016 9:47:44 PM 

PYTCV Talbert 8.2015p 'lLJ:i l.Lpd! 

Please see attached copy of my CV to address these areas under my cu rrent posit ion at 

Howard University/ University of Phoenix and other positions too. If you need anything else, 

please don 't hesitate to contact me . 

Thanks, 

Dr. Talbert 

Patricia Y. Talbert, PhD., MPH, MS, CPHA, CHES, cPHN 

President & CEO 

Center for Professiona l Academic Consulting, LLC. 

Email : ~b><5> l@msn .com or ptalbert@cpac -edu .com 

Website: ( http://www.cpac-edu.com/contact.html ) 
Contact#: (651) 303 -7510 

cPAC. .. "Championing academic excel lence through partnerships and a commitment to 

improving higher education." 

From : LBoyd@acics .org 

To: EvaluatorManager@acics.org 

CC: PWGilliam@acics .org 

Subject: ACICS Evaluator File Updates -- Distance Education - Please disregard previous emai l 

Date : Mon, 9 May 2016 17:26:23 +0000 

Hello, 

ACICS is in the process of updating its Evaluator files . To continue in your role as a Distance 

Education Evaluator , please provide the following information w ithin one week of this email: 



1. Updated Resume with Evidence/Verification of-

a. Online Course Development & Instruction 

b. Completed Online Training 

c. 5 Years of Experience 

While we appreciate your previous service, failure to provide this information within the 

requested timeframe wil l result in your loss of Distance Education Evaluator status with ACICS. 

Thank you for your prompt attention to this matter . 

** Note: If you received a simila r email referencing Ed. Activities, you only need to provide one 

resume, but the required evidence for both roles must be present, as each role requ ires a 

differen t set of criteria. 

Regards, 

LaToya Boyd 

Ace red itat ion Coordinator 

Accredi ti ng Council fo r Independent Colleges and Schools 

750 First Street, NE I Suite 980 I Washington, DC 20002 

www.acjcs.org I 202.336.6777 - p 



From : 
To: 
Cc: 
Subject : 
Date: 

Eboni Mathis 

LaToya Boyd: Evaluator Manager 
Perliter Walters-Gilliam 
Re: ACICS Evaluato r File Updates--Distance Educat ion- Please disregard previous email 

Monday, May 09 , 2016 1 :30:35 PM 
Attachments: EboniMathis -Vitae .docx 

Hello , 

Please see attached. Thanks! 

Dr. Eboni L. Mat his, LLPC 
Higher Education Professional 

On Monday , May 9, 2016 1 :26 PM, LaToya Boyd <LBoyd@acics.org> wrote: 

Hel lo, 

ACICS is in the process of updat ing its Evaluator files. To cont inue in your role as a Distance 

Education Evaluator , please prov ide the fo llow ing info rmatio n w ith in one week of thi s email: 

1. Updated Resume with Evidence/Verification of-

a. Online Course Development & Instruction 

b. Completed Online Training 

c. 5 Years of Experience 

While we appreciate your prev ious serv ice, fa ilure to prov ide t his informat ion within t he requested 

t imeframe wil l result in your loss of Dista nce Educa t io n Evaluator stat us with ACICS. 

Thank you for yo ur promp t att ent ion to th is matter. 

**No te : If you rece ived a sim ilar emai l referencing Ed. Activ it ies, you only need to prov ide one 

resume, but the requ ired ev ide nce for bot h roles must be present, as each ro le requ ire s a different 

set of criteria. 

Regards, 

LaToya Boyd 

Acc redita t ion Coord inator 

Accrediting Council fo r Indepe ndent Colleges and Schools 

750 First Street, NE I Suite 980 I Was hington, DC 20002 

www.acjcs.org I 202.336.6 777 - p 



From : 
To: 
Subj ect : 
Date: 

LaJoya Boyd 
"Bishop Jim" 
RE: 2nd request --ACICS Evaluator File Updates 
Thursday, May 19, 2016 8:20:00 AM 

Thank you Jim. For clar if icatio n, are yo u j ust asking to be taken off t he Distance Educat ion list, or off 

t he Evaluato r list as a wh ole? 

Regards, 

LaToya Boyd 
Accreditation Coordinator 
Accrediting Council for Independ e nt Colleges and Schools 
750 First Street, NE I Suite 980 I Washington, DC 20002 
www.acics.org I 202.336.6777 - p 

From: Bishop, Jim [mailto:j bishop@brownmackie.edu] 
Sent: Wednesday, May 18, 2016 4:33 PM 
To: LaToya Boyd 
Subject : RE: 2nd request--ACICS Evaluator File Updates 

Latoya -

I was reflecting upo n you r req uest and afte r serious t hought, I do n't thi nk I am good evaluator for 

Distant Educat ion any longer . I haven' t admin istere d an DE prog ram fo r a numbe r of years and have 

not kept current in advances in onl ine met hodology . Thanks fo r including me, but I t hin k I w ill opt 

out. 

Jim 

J LV1A. B>Lsvio-p 
Campus President 
Brown Mac kie College - Fort Wayn e 
(260 )481-5025 

Compliance * Students * Service * CuHure 

From: LaToya Boyd [mailto·LBoyd@acjcs oro] 
Sent: Monday, May 16, 2016 3:56 PM 
To: Perliter Walters-Gilliam 
Cc: Evaluator Manager 
Subject: 2nd request--ACICS Evaluator File Updates 

Hello, 

ACICS is in t he process of updat ing its Evaluato r files. To conti nue in yo ur ro le as a Distance 

Education Evaluator, please prov ide the fo llow ing informat ion no later than Friday. May 20. 2016. 



1. Updated Resume with Evidence/Verification of-

a. Online Course Development & Instruction 

b. Completed Online Training 

c. S Years of Experience 

While we appreciate your previous service, fa ilure to provide t his informat ion wit hin t he requested 

t imeframe wil l result in you r loss of Distance Educat ion Evaluator stat us wit h ACICS. 

Thank you for your prompt atte nt ion to th is matter. 

Regards, 

LaToya Boyd 

Accredita t ion Coordinator 

Accrediting Council fo r Indepe ndent Colleges and Schools 

750 First Street, NE I Suite 980 I Washington, DC 20002 

www acjcs org I 202.336.6777 - p 

CONFIDENTIALITY NOTICE: This emai l and any files transmi tted with it are confidential 
and intended solely for the use of the individual or entity to which they are addressed. If you 
are not the intended recipient, you may not review, copy or distribute this message . If you 
have received this email in error, please notify the sender immediately and delete the original 
message . Neither the sender nor the company for which he or she works accepts any liability 
for any damage caused by any virus transmi tted by this email. 



From : 
To: 
Subject : 
Date: 

LaJoya Boyd 
"Lourdes Bates" 
RE: 2nd request --ACICS Evaluator File Updates 
Tuesday, May 17, 2016 11:44:00AM 

Great. I need yo ur resume to ind icate t he length of experience yo u have wi t h onli ne instr uct ion. Can 

you fi nd somew here to place th is info rm at ion, perhaps just a single l ine indicatin g "6 yea rs on on line 

inst ruction expe r ience," or someth ing along t hose lines. 

Thanks a m illion, 

LaToya Boyd 
Accreditation Coordinator 
Accrediting Council for Independent Colleges and Schools 
750 First Street, NE I Suite 980 I Washington, DC 20002 
www.acics.org I 202.336.6777 - p 

From: Lourdes Batesl<bl(6l kq}gmail.com] 
Sent: Tuesday, May 17, 2016 11 :41 AM 
To: LaToya Boyd 
Subject: Re: 2nd request--ACICS Evaluator File Updates 

I began teaching online courses in 1999 and continued teaching these courses, on, and off, for 
a total of 12 semesters at different institutions (US University , OCC, SDSU). 

On Tue, May 17, 20 16 at 4:59 AM , LaToya Boyd <LBoyd@acics.org> wrote: 
Can you te ll me how many years yo u have been tea chi ng on line courses? 

Regards, 

LaToya Boyd 
Accreditation Coordinator 
Accrediting Council for Independent Colleges and Schools 
750 First Street, NE I Suite 980 I Washington, DC 20002 
www acics org 1 202 336,6777 - P 

From: Lourdes Bates (mailto j(b)(6) @gmail.com] 
Sent : Monday, May 16, 2016 10:08 PM 
To: LaToya Boyd 
Subject: Re: 2nd request--ACICS Evaluator File Updates 

Hi LaToya, attached please find the documents you requested. I am still looking for another 
certificate from the online teaching workshop I attended at Cypress College on 2008. 

Best, 
Lourde s Bates, PhD 

On Mon, May 16, 2016 at 12:55 PM, LaToya Boyd <LBoyd@acics.org> wrote: 
Hello, 



ACICS is in the proce ss of updating its Evaluator files. To continue in your role as a Distance 
Education Evaluator, please provide the followin g information no later than Friday, May 
20, 2016. 

1. Updated Resume with EvidenceNerification of-

a. Online Course Development & Instruction 
b. Completed Online Training 
c. 5 Years of Experience 

While we apprec iate your previou s service, failure to provid e this information within the 
requested timeframe will result in your loss of Distance Education Eva luator status with 
ACICS. 

Thank you for your prompt attention to this matter. 

Regard s, 

LaToya Boyd 
Accredit ation Coordinator 
Accrediting Council for Independent Colleges and Schools 
750 Fir st Street, NE I Suite 980 I Washington , DC 20002 
www.acics.org 1202.336.6777 - p 

Lourdes 

Lourdes 
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The Accr&~iPi fi~WibW1TWi:e~&iw iicrlege s and Schools is recognized by the 

Council on Higher Education Accreditation (CHEA), and degree-granting institutions accredited 

by ACICS are eligible for member ship in CHEA. CHEA's mission is to serve students and their 

families, colleges and universities, sponsoring bodies, governments, and employers by promoting 

academic quality through formal recognition of higher educat ion accrediting agencies. CHEA 

is the successor organization to the Council on Postsecondary Accreditation (COPA) and the 

Commission on Recognition of Postsecondary Accreditation (CORPA). ACICS has been a 

charter member of all three organizations beginning with the founding of COPA in 1975. 

Effective July 1, 1993, ACICS became a separate and independent non-profit accrediting 

agency. The ACICS Bylaws (Accreditation Criteria) set forth the structure of the agency. 

Governance and administration of the affairs of the Council is vested in a sixteen-member Board 

of Directors, including the fifteen commissioners and the executive director, who is a non-votin g 

ex officio member. 

The Council is charged with the responsibility of receiving applications from 

institutions desiring accreditation, appointing qualified evaluators, and deciding from all 

evidence available whether to grant or withhold accreditation from institutions. In addition, 

the Council is charged with the responsibility, where accreditation is subject to withdrawal or 

denial, to accord institutions certain procedural guarantees. 

The Council makes available to the public current information concerning the criteria, 

reevaluates at reasonable intervals the accredited institutions, and exercises such other powers as 

are necessary to carry out the function of an accrediting agency. 

ACTCS Review Board Training Ma nual 
Revised : August 2017 

Page 2 of 4 



BOARD OF ETHICS 

Policy Requirement: Consistent with its focus on assuring acco untabilit y and integrity in all its 

accredi tation processes, ACICS (The Council) has established a procedure for the investigation 

of ethical concerns regarding those serving on the Counci l/Board of Directors. The Board of 

Ethics will oversee the review to assure its independence and objectivity. 

Procedures: The following procedures will be emp loyed: 

1. Any actual/perceived conflic ts of interest of a Commissioner will be forwarded to the 

Board of Ethics at the time of receipt, by the Chair or Vice Chair of the Council. If the 

potential confli ct involves the Chair or Vice Chair, the matter wi ll be forwarded by the 

President. 

2. The Board of Ethics will review the information provided and contact the Commissioner 

in question, directly and in writing, concern ing the matter. 

3. The Commissioner will be provided an opportunity to respond to the actual/perceived 

allegation, in writin g, to the Board of E thics. 

4. Upon comp letion of its review of the potential conflict , the Commissioner's response, 

and any other pertinent information, the Board of Ethics will advise the Chair and/or Vice 

Chair of its decision. If the matte r involves the Chair or Vice Chair , the Board will adv ise 

the President of its decision. 

5. The Commissioner wi ll be notified, in writing , within 30 days of the Board of Ethics' 

decision, which is final. 

6. If the decision calls for resignation, the Commissioner in question must submit said 

resignation notice to the Chair and/or Vice Chair within five days of the Board's 

communicated action . 

ACTCS Review Board Training Man ual 
Revised: August 2017 

Page 3 of 4 



Appendix A, Bylaws: Article V 

Committees 

Section 2- Standing Committees of the Board of Directors. There shall be the 

following standing committees of the Board: 

(e) The Board of Ethics shall consist of three individuals selected by the Board 

consisting of two independent, public members and one member affiliated with an ACICS 

institution. The Board will have the authority to review perceived or actual conflic ts of interest 

by a commissioner or Director and decide if the individu al is to be directed to resign. 

ACICS Board of Ethics 2017 

Dr. Thomas Duff , Ph.D. 
Professor Emeritus 
University of Minnesota, Duluth 
Public Representative 

Dr. William C. Crews, Ph.D. 
Former Executive Director (Retired) 
Georgia Nonpublic Postsecondary Education Commi ssion 
Public Representative 

Mr. Matthew Johnston 
President 
Santa Barbara Business College 
Member Representative 

ACTCS Review Board Trainin g Ma nual 
Revised: August 2017 

Page 4 of 4 



AC ICS I 

Board of Ethics Training 

I have received and participated in a training session for the Board of Ethics conducted on 

~ he,,,; +2of / . 1n addition, 1 have received the material used for the trainin g in 

electronic format. 

Rev: August 2017 
Pag e I of I 



Board of Ethics Training 

I have received and participated in a training session for the Board of Ethics conducted on 

5:2 W f e - j,,y Y,1 )J/1 7 _ __ . In addition, I have received the material used for the training in 

electronic format. 

(Please print your full name) 

~._ (b-)(6- ) -----------,,---_;------

Rev: August 2017 
Paget of I 



Board of Ethics Training 

I have received and participated in a training session for the Board of Ethics conducted on 

____,,,O"--'c..=.f.-'--.:-~'2'- e-=-r___./'-. _2. .,_, ~z--'-~_;_l.,_7 __ . In addition, I have received the mate rial used for the training in 

electronic format. 

(Please print your full name) 

(Signature) (Date) 

Rev: August 20 17 
Page I of I 
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ACICS Board of Director and Commissioner 
Classification and Attestation Forms 

A Board of Director/ Commissioner can be classified as either member or public and as either an 
administrator or academic. These classifications will be referred to when composing all decision making 
panels and full-team onsite evaluation teams. 

Classifications: 

A member representative is defined as some who is: 
a) an employee, member of the governing board, owner, or shareholder of, or consultant to, an 

institution accredited or preaccredited by ACICS or has applied for accreditation or 
preaccreditation; or 

b) a member of any trade association or membership organization related to, affiliated with, or 
associated with ACICS; or 

c) a spouse, parent, child, or sibling of an individual identified in paragraph a) orb) of this 
definition. 

A public representative is defined as someone who is not 
a) employed by an institution or program that is either accredited by ACICS or has applied for 

accreditation by ACICS; or 
b) associated as a member of the governing board, an owner, a shareholder, a consultant, or in some 

other similar capacity with an institution or program that either is accredited by ACICS or has 
applied for accreditation by ACICS; or 

c) a member of any related, associated, or affiliated trade association or membership organization; 
or 

d) a spouse, parent, child or sibling of an individual identified in paragraph a), b) or c) of this 
definition . 

An academic representative is defined as someone currently or recently directly engaged in a significant 
manner in postsecondary teaching and/or research. 

An administrator representative is defined as someone currently or recently directly engaged in a 
significant manner in postsecondary program or institutional administration. 

Council and Board of Directors Classification and Attestation forms 
Created: Dec, 2011 

Page 1 of2 



Attestations: 

Based on my qualifications and the definitions provided, I can be classified as a (select one): 

I✓ Im ember representative or Dublic representative 

Based on my qualifications and the definitions provided, I can be classified as an (select one) : 

academic representative or ✓ administrator representative 

I have read each of the definitions associated with classifying my role as a Board of Director and 
Commissioner for the Accrediting Council for Independent Colleges and Schools and attest that my 
qualifications support my selections . 

Richard Bennett 
(Ple11se print yow full name): 

'(Signiture) ;; (Date) 

Council and Board of Directors Classification and Attestation fonns 
Created: Dec, 2011 

Page 2 of2 



Attest ations: 

Based on my qual ificat ions and the defini tions provided, I can be class ified as a (select one): 

I II' !member representative or □public representative 

Based on my qualification s and the definitions provided, I can be classified as an (select one): 

academic representat ive or I II' !administrator representative 

I have read each of the definitions associated with classifying my role as a Board of Director and 
Commi ssioner for the Accrediting Council for Independent Colleges and Schools and attest that my 
qualificat ions support my selections . 

Fardad Fateri 
(Please print your full name): 

(Signature) (Date) 

Council and Board of Directors Classification and Attestation forms 
Created: Dec, 2011 

Page 2 of 2 



Attestations: 

Based on my qualifications and the definitions provided, l can be classified as a (select one): 

Omember representative or l✓lpublic representative 

Based on my qualifications and the definitions provided, I can be classified as an (select one): 

academic representative or ✓ administrator representative 

I have read each of the definitions associated with classifying my role as a Board of Director and 
Commissioner for the Accrediting Council for Independent Colleges and Schools and attest that my 
qualifications support my selections. 

Elizabeth Guinan 
(Please print your full name): ~ 

(Date) 
1~ <:2.D l'J 

Council and Board of Directors Classification and Attestation forms 
Created: Dec, 2011 

Page2 of2 



Attes tations : 

11 
CWCd . .. ~ •' 

Based on my qualifications and the definitions provided . I can be classified as a (select one) : 

Omember representative or Iv' I publ ic representative 

Based on my qua lifica tions and the definitions provided, I can be classified as an (select one): 

V academic representative or administrator representative 

I have read each of the definitions associated with classifying my ro le as a Board of Directo r and 
Commissioner for the Accrediting Council for Independent Colleges and Schools and attest that my 
qua lifications support my selections. 

Adri 

(b)(6) 

Council and Board of Directors Cla ssi fication and Attestation forms 
Created: Dec, 2011 

Page 2 of2 



Attestations: 

Based on my qualifications ;llld the definitions provided, 1 can be class ified as a (seloct one): 

Dember representative or f ti' jpublic represeruafa·e 

Based on iny qualifications and the definitions provided. l can be classified as an (select one); 

V academjc rcp~ntative or dmiJljstratOf" reprel>-entative 

1 have mid each of the definitions m;sociatcd with dassifytng my r-ole as a &a.rd of D irec tor and 
Com1nissiooer for the Accrc-ditlng Council for lodepeudent Colleges and Schools and attest thot my 
qualifications !'iupport my selections. 

Lawrence Leak 

(b)(6) t < . .,,}!_ 7(!)' 
~~, - , 

le / ' 

Cooncil and Boord of Directors Classi flcarion 3nd Anestation forms 
Created: Dec. 20 l l 

P-ag,e l of l 



Attes tation s : 

Based on my qualifications and the definitions provided, I can be classified as a (select one): 

Omember representat ive or I✓ !public representative 

Based on my qualifications and the definitions provided, I can be classified as an (select one): 

academic representative or administrator representative 

I have read each of the definitions associated with classifying my role as a Board of Director and 
Commissioner for the Accrediting Council for Independent Colleges and Schools and attest that my 
qualifications support my selections. 

Martha Loveman 
(Please print your full name): 

(Signature) 

I✓ 
(Daie) ' 

Council and Board of Directors Classification and Attestation fonns 
Created: Dec , 2011 

Page2 of2 



Attestations: 

Based on my qualifications and the definitions provided, I can be classified as a (select one): 

Omember representative or IV !public representative 

Based on my qualifications and the definitions provided, I can be classified as an (select one): 

V academic representative or administrator re resentative 

I have read each of the definitions associated with classifying my role as a Board of Director and 
Commiss ioner for the Accrediting Council for Independent Colleges and Schools and attest that my 
qualifications support my selections. 

Judee Timm 
(Please print your full name): r~, 

Council and Board of Directors Classification and Attestation forms 
Created: Dec, 2011 

Page 2 of2 
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+ ACICS Application for Accreditation- PART 11 

Explanation of Self-Study Planning Process 

The West Virginia Business College Self Study Narrative has been a complete and comprehensive evaluative process of 
institutional policies and procedures on balance with current ACICS Criteria. This thorough course of action has provided 
the opportunity to examine both institutional and campus specific improvement plans for West Virginia Business 
College. Our entire staff and faculty have participated in and learned from this process; all at varying progress points of 
completion. 

1. The Organizational Plan - The operative plan of action concerning our self-study submission to 
ACICS has been created and monitored by - General Manager of West Virginia 
Business College. - published the timeline of completion, delegation of duties regarding 
staff and faculty; paying particular attention into the strengths and weaknesses as well as interests 
of the personnel involved, and finalized the submission to ACICS by securing forms and applications 
needed. - also served as the central depository for all documents uploaded through the 
ACICS portals for both the Wheeling Main and Nutter Fort Branch campuses. 

IL The Supervisory Committee - The oversight committee creating the Wheeling Main Campus self­
study narrative consists of the Director of the College, She is r,esponsible for the 
narrative generally. Assistance in writing and editing the self study was provided by the General 
Manager, Assistance and guidance oversight was provided for -i n her 
first attempt at creating a Self Study Narrative for ACICS. All departments offered narrative sections 
and edits in concert with effo rts. 

Ill. The Preparation and Participants 

The General Manager, Director of the College, the Financial Aid Administrator) Career Service 
Officers, Department Chairs, and Instructors from each of our four academic departments, have all 
contributed to this self-study narrative. The following administrative and faculty individuals have 
contributed to the preparation and completion of the self-study narrative submission: 

750 First Street, NE, Suite 980 • Washington, DC 20002 •4223 • t - 202.336.6780 • f-202.81,2 .2593 •www .acics.org 
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ACICS Application fo r Accreditation- PART 11 

Future Plans for the Inst ituti on 

West Virgin ia Business Coll ege .is committ ed to the long rang e pla1m i.11g, overa ll succ ess, and sustain ed gro wth of the 
Wheelin g Main Campus. The actual Busin ess Colleg e has been in existence since 1881 and is the oldest pri vate ­
propr ietary College in the State of Wes t V irgini a . Th e Coll ege, therefo re, is synonymou s with gro wth and deve lopment . 
From inception to present day, West Vi rgin ia Business CoJlege st rives to pro vide tho latest in technolo gy and sound 
business and medical acumen to all who enroll. To that end , the Colleg e has. undertak en seve ral plans for the sustain ed 
future of the institution. 

FACULTY - STUDENT DEVEL OPMENT 

W est Virgini a Business College is cont ihuall y seeking top talent to teach class es off ered w·ithin our programs. ll1c 
College is in a constant state of adve rtising and inte rview ing in orde r to meet this goal. In addition , the College is acti vely 
seeking to incr ease stude 11t enrol lm ent and train more ind ividual s for occ upatio11s whic h, we belie ve, will strength.en our 
local econom y and allo w West Virgi11ia Busin ess Colleg e to play and integral part in that overall gro wth. TI1e College is 
therefore committed to th e follo w ing : 

I. Requiri11g Admissions Representati ves to visit high school s in the area and thus increase our visibili ty to high 
school graduat es. West Virginia Bus ines s Colleg e is com mitted to loweri ng the relat ive age of our student bod y . ln orde r 
to achie ve that goal , ,,.,.e must address the high school mark et in our surroun ding area much more aggressivel y . 

2. For visibilit y and support of our Admissions Represen tatives we off a wide range of marketable '·reminders " 
that include WVBC bracelet s, T-Shirts , Staff Polo Shirts , Book Bags , Lanyards , Decals , and similar productions in a n 
effort to increase our visibility in our surround ing communit ies and overall pres ence in area high school settings. 

ASSOCIATIONS (Med ical and Legal) 

West Vi rg inia College is currently seeking partnerships with local companies, law £inns, and hospitals to better educate 
our studen t popu lation. We are currentl y seeking relationships with: 

l. Williams -Lea 
2 . Ohio Valle y Medical Center 
3. Wheeling Hospital 
4 . Sev eral smaller , Jocal legal finns as student the need arises. 
5. Salem Int ernational University [existing articulation agre ement I 

PHYSICAL PLANT UPGRADES 

West Virginia Business College has recently con stru cted a new medica l lab compl ete w ith mock surgical suite and scrnb 
room. Completed to scale , this medical lab was competed in conc ert with local area hospita ls pe rmitting access to surgical 
operating rooms when they were not in use. A Colleg e stuq y was completed and coustmc t ion began and finish ed within a 
calendar year. Medical stude nts are currently benefiting from this oe\-v medical lab. The College bas also compJeted the 
renovation of our Auditorium into our work ing La w Librar y for students, staff , as well as our surrounding communit y . 
Compete w ith internet access , the Law Librar y is one of the largest and most comprehensive in our area . 

Plant upgFades includ e pro vidiJ1g Jive stream access to our web page which ,,vjJI allow for all to see exampl es of ou r 
educat iona l proce sses, our special programs , in-serv ice possibiliti es, inc,reased visibilit y and a more cutting edge feel to 
ou r cunicula . 

In addition we arc in pursuit of ABA approval for our Paral egal program. Only one of a handful of programs in the State 
of West Virginia , WVBC believes ou( program to rank among t he best io the region. Achi eving ABA approvaJ would 
enhance that program even mor e . 
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Future Plans for the Inst itut ion 

Finally, 'WVBC Wheeling Campus is in pursuit of the building structure which is adjacent to our Main campus. We 
believe that the purchase , renovation, and ultimate use of this building will pennit expansion in both student enrollm ent 
and in the development of our programs: current and developing. 
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All supporting documentation and exhibits referenced in this Self-Study Narrative must be maintained at the campus location for 
review by the ace red itat ion vi sit team - Do not submit your supporting documentation with this application. 

INSTITUTIONAL PROFILE 

INSTITUTIONAL INFORMATLON 

Name: 

Address: 

ACICS TD Code: 

West Virginia Business College 

1052 Main Street - Wheeling , WV 26003 

OOOJ0484 

Campus Classification: Main (83 Additional Location D 
If an additional location , please provide the following infonnation ; 

Main Campus Name: 

Main Campus Addr~ss 

Main Campus ID Code: 

History of accreditation with ACICS and with other agencies: 

West Virginia Business College has been accredited under cutTcnt °'"'nership since 1989. fostitutionally , West Virginia 
Business College is a member of the ACICS Ccntuiy Club and has been accredited by ACICS since 1912. 

Brief history of the institution : 

West Virginia Business was established in 1881 in Clarksburg , WV. Its originaJ name was Elliot Commercial College 
after its first owner and President. The college 's primaiy focus was Railroad Operation since it was the primary industry 
at the time. In I 911, the College changed its name to West Virgi nia Business College and also changed its focus of 
study to support small , one o,vner businesses. From 1881 to 1989, West Virginia Business College remained in the 
Clarksburg area conti nuing to adapt to the ever changing economic conditions focusing on the basic fundamentals of 
business. Classes focused primaril y on Small Business Management and Secretarial Sciences . In 1972, West Virginia 
Business College was credentialed to offer Associates Degrees along with Diplomas. l11e fields of study grew to 
include Medical Assisting, Computer Sciences and Paralegal Studies . In 1989, a branch campus was added in Wheeling , 
WV. TI1e demand in Wheeling was so great and as the campus grew at a rapid rate, the Board of Directors decided to 
deem Whe eling as the main campus and Clarksburg as the branch. The Clarksburg campus moved to Nutter Fort WV, a 
suburb of Clarksburg , to occupy the historic Roosevelt Wilson High School. West Virginia Business Co.liege is the 
oldest private proprietary college in WV spanning over 130 years. 

List of recent (past three years) complaints or adverse actions and current status: 

None 

List of contracts or agreements "ith other institutions or entities: (consortiw11 agreements , articulation agreements, etc.) 

West Virginia Business College ho lds an articu lation agreement with Salem International University. Generall y, the 
agreement provides for any West Virginia Business College graduate ho lding a1J associate degree status with a 2.50 
COPA ~ sha ll be accepted into Salem lntema tional University with full credit transferrabilit y. Th.is wiU permi t a student 
to begin a Bache lor's degree pmsuit at a discounted rate . 

List of i11temational activities: 

West Virginia Business College holds no international acti vities. 

Description and scope of distance education activities: Hybrid D Fully Online D 
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West Virginia Business College offers traditional 100% ground campus educational actvitites 

Participation in fod eraJ Financial Aid Programs: 

lNSTllJTJONAL CHANGES 

Yestgj No □ 

Description ofm~jor changes since the Inst institutional review in the follov,ring areas: 

Management: James Weir has been promoted to the position of General Manager in March of 2014 

Change of Ownership: No ownership changes since our last institutional review. 

Program offerings: No major changes since out last institutional review . 

Curriculum: No ma_jor changes since our last institutional review 

hlstitutional delivery: No changes since our last institutional review. 

Other changes : No changes since our last institutional review. 

1. MISSION, OBJECTIVES, AND INSTITUTIONAL EFFECTIVENESS 
Every educ:itional institution should J1ave a mission. which is its specific purpose for existing. The mission of the i.nstitutio11 must be 
stated i.n the school's cautlog and ill other publications readily available to the public. The mission must be completel y, c.learl.y . and 
simply stated in terms readily understandable by a prospective student p,ireots. f11e public, and other educational iJJSlitulions. The 
mission should be devoted substantial.ly to career-related education and should be reasonable for the program of instruction ,wd 
facilities of Lhe institution. Each institution should be capable of de111onsu,11ing its educational effectiveness through assessment and 
documentalion of student outcomes. l'his assessment. must include evidence thal. the institution's annual retention and placement 
mtes are in keeping with its mission. The institution's mission statement should be consistent with educational and employment 
outcomes of its students. In responding to U1e questions below. please consult Sections '.l-1-IOO through 3-1-113 of the 
Accreditat ion Criteria. 

MISSION AND OBJECTIVES 

1.1 Hmv was the mission developed'! 

ll1is mission of West Virginia Business Colleg e was developed from the strong belief that a high school 
education is not satisfactory jn preparing emplo yees to successfull y, and reliabl y, meet the current needs and 
ongoing challenges of the business world. Jn clos e consultation with the West Vi.rginia Business College 
Advisor y Boa.rd, the College came to reahze that its main purpose was to train students with effective skills that 
would attest to a graduates skill set and pcnnit them to be a valuable and variable asset within the workplace . 
This causati ve effect led the College to develop superb methods for a refined enrollm ent proccdtu 'c and an 
ongoing lifetime placem ent system. 

1.2 State the institution's mission and supporting objectives. 

TI1e mission statement is as follows: To enroll students , train sntdents , and assist students in locating 
employment. 

1.2. I Cite where it is found in the catalog. 

The mission is found on page 7 of the current West Virginia Business College catalog. 

1.2.2 Explain how the supporting objectives are devoted substantiall.y to career-related education? 

WVBC believes there is a need for career training to prepar e young adults to successfull y meet the 
challenges of the business world. It is the purpose of the college to prov ide students with the skills necessar y 
for a produc tive future and to develop in each student an unde.rstanding of the responsibilities and obligations 
.involved i.n ethic al. professional conduct The energi es and resources of the colleg e are wholly focused on 
teaching emplo yable skills an.d building self-<::onfidenc-0 in each student. 
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Explain how the supporting objectives are reasonable for the program(s) of instruction , mode of 
delivery , and facilities of the campus? 

Through the combination of small classes with a lower student to teacher ratio. and tl1e use of 
appropr iate texbooks and teachers : with experience in their field of stud y; through lecture and testing. West 
Virginia Business College deliv ers what is necessar y in each program to prepare the student for the workplace. 

1.3 Explain how the faculty , financial resources. physica1 plant , administration , manag ement , and educational 
acti vities contribute to the implementation of tho institution 's mission. 

FACULTY: 

ACICS Criteria provides an excellent basis when employing faculty and assigning classes. 1l1is criterion is 
united \,\~th the instrnctor ' s college education and achievement of dogrcc(s) , as reveal ed on reqtti-red official 
transcripts . Work experience show n and verified on professional resumes. curriculum v itae. and as learned 
through personal intervie ws. Additional cred ence is given to practical knowledge of a candidate ' s particular 
fie ld of expc.rt.ise. 

The training ru1d academic components of the College mission are areas most affected by accepted Faculty. 
Lectures and mentoring sess ions , class trips and guest speake rs. are onl y a small part of the Faculty merger into 
the College mission. Below is how the appropriatel y educated and trai ne.d faculty member contributes to the 
successful implementatio.n of the Coll ege mission : 

1l1c Facu1ty presents a combination ofl ectutc , presentation of techniq ues , and one-on-one student assistance 
when aiding students in mastering machine-oriented class es or concept classes. Teachers also enable students 
to experience real business settings by taking them on field trips or bri.nging in guest speakers. 

Facult y members are also required to maintain and demonstrat e high standards of personal and professional 
behavior. not only while in the College emplo y, but also in the community at large. 

During wee kly facult y meetings students' concerns are discussed by the faculty and the Director . This allows 
teach ers to give and recei ve id eas and soJutions. and share concerns , not only abo ut students but curriculum as 
well. This is documented as a retention tool for operational use by other facul ty members as we ll as the Campus 
Director . 

FINANCfAL RESOURCES : 

Financial resources have provided a nelv medical lab and mock surgical suite for all medical related programs 
offered by WVBC. Additional provisions include a set of 15 Leno vo All h1 One computers for the computer lab 
along ·with the internet access purchased in 2012 , subsequent deve lopment in our wireless int.eruct access for 
remainin g computers located in a second computer lab. an onhne libra ry access able on the www.wv bc.edu ,:veb 
site , and the acqui.sition of hundreds oflegal reporters for refernnce purposes which constitute the largest 
physical la w library in Oh.io Count y, W est Virg inia and open for public use. Further , internet access has been 
wired to the office of the Career Service Representative . Financial resources also provide salaries for teachers, 
classroom equipment and supplies for the medical lab and surgical suite. This promotes the mission by 
demonstrating the college 's educ;itional c.fforts. 

Additionall y, fU1ancial resources go towards the salary of the Career Service Representati ve. This person is 
afforded l2 hours per "veek dedicat ed exclusi vely to place ment of graduat es, help ing to fulfill the third part of 
the institution ' s mission . 

Advertising contributes greatl y to the first and third parts of the mission statement. 1l1rough financial resources 
direct ed to various media such as television , radio , newspaper , and pamphlets , \,VVBC attracts th e attention of 
potenti al students as well as potential employers. 

PHYSICAL PLANT: 
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ll1e physical plant of West Virginia Business College is located on Main Street .in WheeJjng , West Virginia. 
This location also houses the College's corporate offices. The College is located within three blocks of Interstate 
70, allowing for distinctive East I West access. In addition , WVBC is in close proximity to the North I South 
access of State Route 2 in WV and State Route 7 in OH. This unique location makes it accessible to future 
employers and graduates seeking employment in the local business community. Finally. the campus is only 58 
miles from downto\-vn Pittsburgh. PA. 

All employees , administrative staff and faculty , work together to ensure an hygenic and secure environment for 
students to attend without concerns that will intcrfer with their educational endeavours. Processes are in place 
d1at allow for notifications to be sent to the appropriate depaitment when any possible situation may arise. Each 
teacher is required to walk through their classroom (s) prior to the start and end of each quart er. documen t any 
possible issue and submit this documentation to the Director . 

ADMINlSTRA TrON: 

The administration vwrks closely with instmctors focusing on student needs from the enrollment process 
through their matriculation. In addition. the Administration - including Financial Aid. make every effort tGl 

simulate a real wo rk experie11ce with regards to following proper procedures and behaving professionaly all all 
times . Admini stration also monitors all procedures per ACICS guidelines to ensure swift and correct action is 
taken regarding the student experience. The initial student process is a handhcld style to reduce the effect of 
stress in returning to school . This monitoring has proven effective and is a valuable nuance to the College 
mission. 

EDUCATION ACTIVITfES: 

TI1c educational activities are all designed with a singular goal in mind , placement of our graduates into good 
jobs witl1in their fields of study . Teachers are required to host one relative field trip or guest speaker per class 
per quarter. This requirement , in addition to lectures , gives the students a change of pace during the course of 
instrnction. Recent activities have included trips to the Annual Red Cross Blood Drive where WVBC stt1dents 
played an integral pan in the success of the program, quarterly trips to local lav.r offices and court proceedings , 
the Ohio County Library, local Accounting Finns and of course our two regional hospitals: Wheeling Hospital 
and Ohio Valley Medical Center. Our program Departmen t Heads for our four main areas of study - wh ich 
inchtdc Business , Paralegal, Medi.cal, and lnformation Technology - are to provide a department wide field trip 
once per quarter. This all.ows for instructors to work in a collaborative and cross curricula manner. In addition. 
each department head is responsible for one program i111prove 111ent suggestio n per quarter. Th.is is done in an 
effort to maintain top level perfonnancc of our programs in relation to placeme nt of our graduat es. l11c 
suggestion is vetted through an approval process and , once approved , is added to the applicable curricula . 

1.4 What arc the provisions for ensuring that the mission is subjected periodically to critical review by the 
administration and faculty to detenninc if the campus is fulfilliQg its educational mission and meeting the needs 
of the community? 

The Campus Effectiveness Plan (CEP) is the embodiment of the college's miss ion. Administration and CEP 
committee members review this quarterly through scheduled development meetings . WVBC has a system in 
place which allows for program, depa1tmental , and curricula advanceme -nt. Thi s system is expressed through 
collaborative meetings. Outside of this process , faculty and administration arc always encouraged and may. at 
any time, submit suggestions to the General Manager by follo wing our published Organizational Stnicturc 
located throughout the building. These snggcstions are then reviewed a11d any effort to impro ve academic 
outcomes is takc.11 into consideration. 

1.5 How do degree programs emphasize both the achievement of vocational objectives and general education? 

In constant consultation with our WVBC Advisory Board , administration , department heads. as well as faculty 
and students ; input is also sought from businesses within our area which verifies and vaJidatcs our existence , 
mission and ultimately the success of our programs. The Campus Effectiveness Pla.n was developed following 
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ACJCS criteria in collaboration with area businesses and community leaders. WVBC is an occupational 
associate 's institution ; vocational objectives are stressed far more than general education. However , WVBC 
does recognize the importance of applied general education courses in support of our vocationaJ objecti ves. 
Classes such as Literature/Composition , OraJ Communication , Basic Mathematks , Psychology , and 
Interpersonal Communications augment and provide a solid more rounded educatio nal experience. 

I. 6 Dcsc1ibe the administration· s plans for any changes in the institution· s mission and/or supporting objectives. 

At this time, West Virginia Business College does not have stated plans to alter our core mission and supporting 
objectives, 

INSTITUTIONAL EFFECTIVENESS 

I, 7 How was the campus effectiveness plan (CEP) developed? 

The Campus Effectiveness Plan for West Virginia Business College was developed from specific ACLCS 
criteria and expressed through tracking , surveys , evaluations, and analysis completed with graduates , 
employers. and current students_ The institution is continuall y improving its effecti veness based on the results 
of the surveys, WVBC ahvays seeks to allo·w the estab lishment of a more direct and open relation ship for 
students with administration. Mentoring sessions have also been more fom1alized to allow a specified time for 
assigned Mentors to meet with mcntees individually . We feel these acti vities v.rill ultimatel y help retention as 
well as the overall student experience at WVBC. 

There arc also plans for the Admissions Rcprcscntati ve to visit high schools in order to build a solid working 
relationshi p with Guidance Counselors at surro-unding High Schools which may have students interested in our 
training and educational benefits. By enrolling high school seniors , WVBC hopes to establish a higher retention 
rate. because these yow1ger students are used to attending classes , have an immediate goal in mind , and 
!:,tenerally have a suppm1 team in place, i.e ., parents , family, friends , etc, which will allo·w them to focus on their 
educ ation and complete their program to a very high success rate . 

1.7. l Who is responsible for implementing and monitoring the plan? 

l11e General Manager of West Virginia Business College is respons ible for implementation., scheduling 
and monitoring of the CEP. Each Campus Director has immediate operational responsibility and a duty 
to maintain and submit all facets and components of their respective CEP's and report to the General 
Mnnager as scheduled . 

I. 8 What are the annual retention and placement rates for the campus , if applicable , for the past three years ? 
(Provide the nu1nbers used. to calculate the rates, and. explain as necessary.) 

Year:2014 

Year:2013 

Year:2012 

Rate:70.0% 

Rate:64.0% 

Ratc:58.2 % 

Explanation (if necessary) 

Rates are expressed with supporti ve documentation on both the annual CAR and CEP reports as submitted to 
ACICS. 

1.9 How do these annual retention and placement rates compare to prior rates , if applicable, and to rates at similar 
institutions? 

We have shown gradual improvement based on strategies and programs as outlined in the specfic campus CEP. 

1.10 What are the campus ' retention and placement goals for the next reporting year? 

Retention: 75.0% Placement 89.0% 
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1.10.1 What factors were taken into consideration when developing these goals? 

Using baseline numbers for each category and establishing reachable goals while understanding our 
employme nt trends in our geographic region as ,veil as the intent of our current students once 
graduated. 

1.11 Explain hmv the activities undeitaken to meet the retention and placement goals enabled the campus to maintain 
or improve retention and placement outcomes over successive years? 

West Virginia Business College places extreme emphasis on career services along ,vith our ability to retain 
students. This combination has yielded relativley high retention and placement rates. While these activities 
have allowed the i11Stitution to maintain acceptabl e retention and placement rates, we are in a continous state of 
seeking improvemeut in these specific areas. 

I . 12 What data are utilized to evaluate the following elements: 

a. Level of graduate satisfaction 

A survey methodology is used to detennine level of student satisfaction. 

b. Level of employer satisfaction 

A survey methodology is used to dctcnnine the level of employer satisfaction. 

c. Student learning outcomes 

The pre-post test methodology is used to dctcnninc the level of student learning outcomes . Relative to 
this methodology is a goal set to 10% minimum improvement as outlined in the campus CEP 

1.12.1 Explain hO\v the data. is coJlccted and used to improve educational processes for the following clements: 

a. Satisfaction of graduates 

llie data is collected , ana1yzed, and used to detem1ine if there is something that the campus 
may want to alter , change or add to a program or class that would enhance the educational 
experience and create a better prepared student for employment. In addition. we aim to prepare 
students who are uniquel y satisfied with their education at West Virginia Business College. 

b. Satisfaction of employers 

TI1is data sample is collected , analyzed, and used to detennine if there is something that the 
campus may ·want to alter , change or add to a program or class that would enhance the educationa l 
experience and create a better prepared student for employment. ln addition , WG aim to prepare 
students whom the emplo yer will be uniquely satisfied with the education of at West Virginia 
Business College. 

c. Student learning outcomes 

The data sample is collected , analyzed aod utilized to determine if there is something that the 
campus may v:ant to alter , change or add to a program or class in content or delivery for example. 
to improve the learning outcome and retention of what is needed for a particular class or program . 

1.13 How is the campus effectiveness plan evaluated? 

At WVBC , campus effectiveness is monitored primarily through the Continuous Improvement Committee , the 
body taske d with helping to improve the overall quality of WVBCs educational programs , policies, and 
procedures by establishing an ongoing process of continuous evaluation, review. and improvement. 

The committee is established by positional stmcnire and is as follows: 
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General Manager (chair) 

Campus Directors (one per campus) 

Admissions Representatives (one per campus) 

Financial Aid Managers (one per campus) 

Career Services Representatives (one per campus) 

Faculty department heads and/or representatives for the Legal , 
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Medical. Information Technology. and Business Departments (at least one per department_ per campus) 

The members hip of the Continuous Improvement Committee is central to effective distribution of evaluation 
responsib ilities throughout the institution and is aligned with administrative roles and authority as depicted in 
WVBC's organizational stmcture charts . Becaus e Committee members. arc: capable of pro viding current updat es 
based on department-level meetings that occur between quarterly meetings , the Continuous Impro vement 
Committee is central to creating a continuous improvement loop in which representatives from each functional 
area of the institution are prepared both to implement Campus Effecti veness Plan (CEP) activities and to 
provide feedback on cum:nt perfonnance vis-a-vis baseline rates. l11e Continuous Improv ement Com mitt ee 
tben makes recommendations for improvement to the General Manager based on its analysis of current 
outcomes. l11is process remains unchanged. 

1.13.1 What is the schedul e for evaluation? 

l11e 2015 Committee mee ting sched ule is currently based on WVBC" s academic year , with one 
meetingsche duled , generall y, for the fourth 11rnrsday of the last month of each academic quarter. 
(Dece mber meeting dat es, howe ver , arc adjusted to accommodate holida y office closures.) However , 
the College is in the process of realigning the CIC meeting schedule to correspond with ACICS CAR 
report. Tb.crcfore ,tb.e ClC meetings from 20 15 and forward will reflect a quart erly meeting based on the 
CAR calendar. 

2. ORGANIZATION 
Each institution should have aJl organizational stnicture designed 1.0 promole among au staff a spirit of understanding, cooperation. 
and responsibility. Perfommnce standards and m011itoring controls need to be employed lo insure adequate administrative 
functioning. The annual bud_get expenditures should be adequate to properly implement the stated educational objectives of the 
instihrtion. l.11 responding to the questions below. please consult Sections 3-1-200 through 3-1-203 of the Accredimti on Criterin. 

2.1 Describe the governance. control. and corporate organjzation of the institution and cite where it is stated in the 
catalog. 

West Virginia Business College is a private co-education institution founded in 1881 under tJ1e law s of the state 
ofWost Virginia. The Board of Directors assumes control of the institution. This board consists of John A. 
Tarr , IV - President , Thcdosia Tarr - Vice President/Secretary/Treasurer 111is information is found on page 3 
of the institution· s catalog. 

2.2 Ho"..-does the administration ensure that faculty and staff clearly understand their duties and responsjbilities , the 
person to whom they report, and the standards by which the success of their ,vork is measured? 

Facult y members are hired by the Campus Director. At the time of their official hiring , teachers are gi ven an 
orientation by the Di rector. At this time, the y will go over all documents .in the i r personnel .fi.le, read and sign 
their job description , read and sign th1;; WVBC Emplo yee Handbook , and review the (teacher instruct ion pages) 
T-pagcs. Copies of all signed documents arc given to employee. An Annual Facult y Development Plan is 
completed by each teacher. AH faculty members complete a new plan at the beginning of eacb year. At the end 
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of each quarter , the teacher and the Director review the plan to see if goals set have been met. Impro vement 
plans or adjus tme11ts to goals are then discussed. Additionally , T-pages are revie\ ved periodicall y during faculty 
meetings. This allo ws teach ers to be infonned of any new policies or procedures. A copy of the teach e r' s T­
pagcs are email ed to teach ers . Via mails , teachers receive memos , updates , calendars , and so forth , that need 
attention between meetings. Each teacher is fonnall y evalu ated by the Director once per quarter. T11is 
evaluation is reviewed at the same meeting towards the end of the quarter as the developi1lent plan . All 
documents arc placed .in tbeir personnel fl.le. 

2.2.1 How is this documented? 

The staff is hired by the Director and a job description and employee handbook are discussed, 
explained , and signed at the ti.me of hire. Again , all signed documents are copied and given to 
employee . . 

2.3 How does the administration monitor and evaluate activities of faculty and staff? 

Weekl y meetings arc held for both staff and faculty. At these meetings all goals , procedures, and issues are 
discussed. TI1e Director makes an ·w1announced visit to each teacher ' s classroom at least once per quarter . An 
official evaluation is then completed , Once this evaluation is discussed v,•ith the teacher. it is placed in his/her 
file. Also during this one-on-one meeting, the Aimual Faculty Development Plan (fonn 118) is reviewed to see 
if goals for the quarter are being met. 

During the eighth week of each quarter , every student is asked to compl ete a Staff and Faculty Evaluation fom1 . 
They are also urged to make comments. The.se evaluations , upon ana lysis by the Director and Genera.I 
Manager , serve as an indicator of the level of satisfaction among the student body of the institution. Since these 
evaluations are private , a synopsis is made by each campus Director and originals are discarded. 

Additionally , an annual survey is completed each October ; ,,vhich adds to the student i11fonnation available to 
the faculty and staff. All students are urged to take any criticisms, negative or positive , to the administrat ion at 
any time. 

2.4 Describe hmv the administration provides for tbe professional integrity of the staff and the academic freedom of 
the faculty. 

The administration provides a '' Standards of Conduct" section within the emplo yee handbook, which advises all 
employees on matters concerning standards of integri ty, eth ics, and behavior. both in and out ofthe workplace. 
It makes clear that there arc only to be professional relationships with students , and any personal relationships 
are shunned. Employees are expected to, at all times , exl1ibit both civ ic and moral behavior. 

2.5 How is the policy for ensuring academic freedom communicated to faculty? 

Facu.lty members are encouraged to instrnc t their classes according to their own personal styles , strengths , and 
personaliti es within the broad gu idelin es of the cours e syllab us. Additionall y. teachers are at all times 
encouraged to submit suggestio ns for new texts, classes , and so forth . FinalJy, teachers arc given wide latitude 
when initiating field trips and guest speakers . This is all completed with little or no interference by the 
administration. All of these items allow for great academic freedom. 

2.6 Describe the grievance policies and procedures for students , emplo ye es, and other interested parties. Hmv are 
students , faculty , and admiofatrative . staff made a ware of these policies? 

A three (3) step grievance procedure is provided by WVBC. 

Step 1 -An y student with a grievance or complaint may request an indi vidual conference with the instructor or 
mentor . 

Step 2 - If a satisfactory resolution to the problem is not reached. the aggrieved party is encouraged to seek 
guidance from the Campus Director. 
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Step J - Lfthe previous steps have not been resolved within a 48 hour period from the onset of the incident , the 
aggrieved party must submit in writing alJ the facts of the grievance to the Director. Within 24 hours of receipt 
of the written complaint , the Director wilJ schedule a Grievance Committee hearing . TI1e time of the meeting is 
communicated in writing to all parties. 111c committee consists of the Director and two (2) staff or faculty 
members not involved in the incident. 

All persons arc to be present at the hearing. All involved are given the oppottunity to discuss the grievance. 
Once all parties are finished , tl1ey are excused. Then " the committee , taking all into account , makes the final 
decision. This decision is conmmnicated to all parties within 48 hours, If the decision is unacceptable by any 
party. they may file a complaint with ACICS at the address/phone number provided in the institution ·s catalog. 
All faculty. staff , and students are provided with this infonnation through the schoors catalog. These policies 
can be found on pages 22 and 23 of the catalog. 

2.7 Describe any plans for the improvement of the organization. 

FACULTY - STUDENT DEVELOPMENT 

West Virginia Business Coilege is continually seeking top talent to teach classes offered within our programs . 
The College is in a constant state of advertising and interviewing in order to meet this goal . In addition, d1c 
College is actively seeking to increase student enrollment and train more individuals for occupati ons v.rhich , we 
believe , will strengthen our local economy and aJlow West Virginia Business College to play an integral part in 
that overall growth. TI1e College is therefore committed to the following: 

1. Requiring Admissions Representatives to visit high schools in the area and thus increase our visibility to high 
school graduates. West Virginia Business College is committed to lowering the relative age of our student body. 
ln order to achieve that goal , we must address the high school market in onr surrounding area much more 
aggressively. 

2. For visibility and suppo,t of our Admissions Representatives we offer a wide range of marketable 
'' reminders" that include WVBC bracelets , T-Shirts, Staff Polo Shirts, Book Bags , Lanyards , Decals , and 
similar productions in an effort to increase our visibility in our surrounding communities and overall presence 
in area high school settings. 

ASSOClATIONS (Medical and Legal) 

West Virginia Business College is currently seeking partnerships with local companies. )av;< finns. and hospitals 
to better educate our student population. We are currently have or are seeking relationships with: 

I. Williams-L ea [Ms. Johnson is a member of our WVBC Advisory Board I 

2. Ohio Valley Medical Center 

3. Wheeling Hospital 

4. Several smaller , local legal fim1s as student need a.rises. 

5. Salem International University [existing articulation agreement] 

PHYSICAL PLANT UPGRADES 

West Virginia Business C'oIJ.ege has recently constructed a ne,v medical lab complete with mock surgical suite 
and scrub room. Completed to scale, tl1js medical lab was competed in concert with local area hospitals 
perm itting access to surgica l operating rooms when they were not in use. A College study was completed and 
construction began and finished witl1in a calendar year. Medical students arc currently benefiting from this new 
medical lab. The College has also completed the renovation of our Auditorium into our working Law Library 
for students, staff , as well as our surrounding community. Complete with internet access. the Law Library is one 
of the largest and most comprehensive in our area. 
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Plant upgrades include providing live stream access to our web page which will allO\v for aJ\ to sec examples of 
our educational processes. our special programs. in-service possibilities, increased visibility and a more cutting 
edge feel to our curricula. 

In addition we are in pursuit of ABA approval for our Paralegal program. Only one of a handful of programs in 
the State of West Virginia, WVBC believes our program to rank among the best in the region. Achieving ABA 
approval v,:ould enhance that program even more. 

Finally, WVBC Wheeling Campus is in pursuit of the building structure which is adjacent to our Main campus. 
We believe that the purchase. renovation. and ultimate use of this building ,viii pem1it expansion in both student 
enrollment and in the development of our programs: current and developing. 
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Each instimtion must coordiimte its administrative ftmctions to best serve its education,1I mission. All staff should be well trained to 
canJ out administrative functions. Detailed record keeping enhances the management of the institution. In responding to the 
questions below , please consu1t Sections 3-1-300 through 3-1-303 of the Accreditation O·iteria. 

3.l. 

3.2. 

Who is the on-site administrator and what are that person's qualifications forth is position'? 

is the Campus Director/On-Site Admi .nistrator. - is originally from 
Michigan, but bas been a Wheeling resident for the last 24 years. She attended both Michigan State 
University and West Virginia University , earn ing an RBA with emphasis in Psychology and a minor 
in Communications. In her time here she helped establish the Wheeling National Heritage Area 
Corporation and served as the first Director of Conservation. 1n this position she worked in ecological 
conservation as well as historic restoration and grant writing . ~ as also very active in local 
improvement activities at that time aod helmed the Wheeling Island Communit y Associa tion for 7 
years . As her 5 children grew older, Ann decided to move into the field of infertility and assisted 
reproduction, and worked for a Los Angeles fertility agency. In 2006 she was able to establish a 
branch office and was promoted to Director of Operations. When she left the agency in 2009, she had 
created over 20 jobs in this area. 

At that time- began working with the West Virginia Department of Health and Human 
Resources in their foster care program and welcomed children into her home as a foster parent for 3 
years. She became a trainer through West Virginia Universi ty and worked to teach new foster parents 
and department workers about the foster care sy stem . llll also worked with staff at Fairmont State 
Uni versity to teach them how to better use the Blackboard technology system in their classes. [n 2015 
~ ecame the Director of the Wheeling campus of West Virginia Business College , where she helps 
~nts take steps to complete their education and create a more promising future for themselve s. 

How does the administration provide for continuous evaluation offhe following functions: 

a. Programs of study 

Periodically , the Director and Advisory Board meet to discuss input on curriculum updates , job 
market changes, and generaJ community jnfonnation. This provides the college with 
infonnation to keep WVBC up4o-date and competitive . The Campus Director will also 
periodically contact Advisory Board members individually for specific program additions and 
deletions relative to community needs . Advisory Board members are chosen, in large part, for 
their business intelligence and expertise in the field. 

Teachers are also encouraged to submit suggestions for changes in classes, programs, texts, 
and so forth. These are submitted to the Director. Upon approval, they are submitted to the 
corporate office for final approval or deniaL 

The Career Services Representative infom1s the Director if potential employers request 
specific needs that WVBC does not provide in its current course of study. Graduate and 
employer satisfaction surveys are reviewed by the Career Services Representative as well and 
suggestions are submitted to the Director. 

b. Student activity programs 

The coJlege does not require nor evaluate student activities due to the diverse lifestyles of the 
majority of our students _ There does exist, when interest is high, a Student Council, which is 
totally student-run and student-funded . Approximately once a quarter, there is a student 
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pa1ty/get-together. This often coincides wit.b a holiday , the end of the quarter or perhaps 
graduation . Quarterl y, a pizza party is offered by the College to students who participate in the 
school ' s Bulletin Board contest. Students will post a bulletin board relative to their class and 
the winner is chosen by the DR to receive the Pa1ty. AJso at Halloween , WVBC awards a gift 
certificates to both a day and night student who have the most interesting costume. 

c . Guidance services 

All faculty, staff and administration are involved in the guidance of the students. The 
Admission Representative initially guides the student in the proper direction as far as attending 
the college and which program is right for him/her . The Financial Aid Administrator guide the 
student throughout his/her career at the college in all the financial aspects such as FASFA's, 
Pell grants, student Joans, and so forth. The Administration Assistant will assist in advising 
students on related academic procedures and when necessary, schedule the student to meet 
with the Director. The Director aids in the guidance of the student in his/her scheduling, 
grading, attending , as well as any problems or issues that arise. The Director also assists the 
student in contacting various agencies as the student ' s needs arise . The Director a.dditionaly 
acts as a .liaison. between the teachers and the students ; so if any issues come up involving 
conflict, guidance is provided. Mentors and teachers bring their personal and professional 
experiences to the students and in that way they guide the student into the real world of 
business and the workplace. 

d. Financial aid services 

The Financial Aid Administrator mon.itors and evaluates the activities of the financia] aid 
department. Internal audits are completed quanerly. Required audits are done annually by the 
Department of Education via an independent auditor. Program reviews by the Department of 
Education are also conducted. The Financial Aid Administrator reviews students' financial aid 
needs and advises them accordingly. 

e. Instructional procedures 

Quarterly formal evaluations are completed by the Director through unannounced visits to the 
classrooms . Students, quarterly, evaluate teachers by way of the Staff and Faculty Evaluation 
completed during the eighth week of the quarter. Management analyzes these evaluations to 
see if any changes in instruction or curriculum are necessary. 

f. Instrnctional resources 

The following instructional resource services are available: 

1. Request for classroom materials quarterly - considered by administration 

2. Repair requests as needed - repairs or replacements are made as needed 

3. Suggestion forms requesting new texts and resources considered by the administration 

4 Requests for updated texts - Director works closely with book representative 

Also available are the following resources that may be used by any teacher and instructor­
supervised student 

Personal Computers 

2. Sma11 Board Technology 
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Wireless Internet Access 

Overhead Projector 

ACICS Application for Accreditation - Se.If-Study Narrative 
Page 13 of 48 

Revised: May I. 20/3 

3 .3. What evidence is on file to verify degrees of professional staff whose degrees are listed in the catalog? 

Official transcripts and copies of degrees, professional certifications, and diplomas of each teacher are 
kept by WVBC in his/her personnel file 

3.4. What records arc kept relati ve to the following areas: 

a. Financial aid activities 

All Federal and State required materials are kept ia individual student files. Permanent record 
card notebooks and tuition and fee cards are kept in separate notebooks. West Virginia 
Business College at Wheeling has recently started the process of electronic recording and 
housing of all student records with an outside agency. The following are some examples of 
required materials: 

1. Tuition Account Card 

2. The Institutional Stude:nt Information Record 

3. Verification materiaJ if the student is to be verified 

4. Proof of dependency if needed 

5. Other records involving student status 

b. Admissions 

The following rec.ords are kept: 

1. Copy of enrollment application accepted by the Director 

2. Entrance Evaluation - graded 

3. Representative Assessment - Fom1 I 

c. Curriculum 

The following records are kept: 

1. Lesson Plans are turned in each Monday 

2. Syllabi are posted in each classroom and updated quarterly or as needed 

3. Permanent Record Cards (grades , GPA, and CGPA are posted quarterly) 

4. Registration Cards (mid-tenn and end-of-the quarter grades) 

5. Official Transcripts 

6. Classroom Policy Letter 

d. Guidance 

The following records are kept: 
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I. 

2. 

3. Graduate fom1s are kept with the Career Services Representative . for future placement 

c. Library or instrnctional resources 

West Virginia Business College utilizes a comprehensive online library with unrestricted 
access to students and friends of the College. The Gale Academic One online library with 
supplemental porta1s for both Business and Medical (with additional resources for Health and 
Well Being) are housed on the WVBC website at www.wvbc.edu. Students are given the 
simple log in infonnation at registration and information is also posted throughout the campus 
on bulletin boards giving ease of access. Legal students, while served on the Gale Academic 
One online library, also enjoy one of the largest depository of Legal Reporters in the Tri-State 
area. Over 2000 relevant rep011ers were donated by a local law library to WVBC and has been 
inventoried and shelved in our exclusive Law Library. Open to the pub lic during off hours, 
legal students can utilize the Law Library to enhance their research skills. 

f. Instrnctional supplies alld equipment 

A supplies inventory list is maintained by the Director and housed within our filing system at 
the College. Once per quarter, this list is reviewed and added to as needed. Input for this fonn 
comes from the teachers, and staff; dependent on need. These forms are then sent to the 
corporate office where it is decided what supplies to purchase. 

g. School plant 

The Wheeling Campus is housed at 1052 Main Street in Whee]ing, West Virginia. The 
building is Jeased. Because of this, it does not keep records other than Floor Plans, copies of 
rent checks, and files for such things as building inspections and fire extinguisher checks. 

h . Faculty and staff 

The following personnel files are kept in the Director's otlice: 

• Annual Faculty Development Plan 

• Interoffice PayroJI Memo 

• College Transcripts 

• W-2/T-104 

• I-9 Citizenship 

• Resume/Application for Employment 

• ACICS Data Sheet 

• Employee Handbook 

• Instructor Evaluations 

• Copies of degrees - Instructors only 

• Training, Credits, and Certifications earned while employed 

1. Student activities 
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All student files are created based on a student file checklist - WVBC Form 79, organized , and 
are kept in a locked, fireproof cabinet. 

All seated student account cards are kept in the fireproof cabinet in a three (3) ring notebook in 
addition to the electronic version. Any separated student owing the College money is also kept 
within the same notebook. All .!:,rraduate and dropout files are kept at the Wheeling Campus and 
fl.led in a locked, fireproof room. 

AB graduate and dropout files are electronically scanned . A paper file is also maintained in a 
locked fireproof file cabinet . Electronic files are housed in a separate, secure, external 
computer drive. Files are kept indefinitely. Files consist of: 

• Diploma I Degree (if applicable) 

• Permanent Record Cards 

• Application for Enrollment 

• Tuition and Fee Account Cards [if balance is due.] 

• Refund Computation Forms 

• Buckley Amendment/H.S .Grad/GED/Cash Paying/catalog 

j . Student personneJ 

All currently seated student files are housed in the fireproof cabinet on site and kept locked 
overnight. All graduate and dropout files are kept in a locked, fireproof room at the main 
campus in Wheeling. Electronic backup of records for active students is a two-fold process. 
The College utilizes FAME (FinanciaJ Aid Management for Education) as well as 
AmpEducator, fnc. (a web based depository located in Toronto , Canada) . 

k . Campus Accountability Reports 

A copy of the report, itself , as well as the grid listing each student in the report, program they 
are in, and all information relevant to the report grid, is kept in the fireproof cabinet. A copy of 
the report is also housed at the main Wheeling campus and can be referenced easily online 
through the secure log in located at www.acics.org 

3.4. I Describe how student files are maintained and organized. lf students records are maintained 
electronically , describe the system . 

Reference 3.4 G); regarding student file maintenience. 

3 .5. If applicable, what specifi c testing records and academic and career advising records arc maintained by the 
campus for students admitted under an ability -to-benefit determination ? Insert the anal ysis oftbc campus study 
evidencing the relationship bet ween admissions test cut-off scores and successful academic or employment 
outcom es. 

Ability-to-benefit students are not admitted to WVBC. 

3.6. What procedures are used to obtain evidenc e ofhigb school and/or college graduation or equi vaJency 
certificates with scores? 
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West Virginia Business College Form 5 is signed by all enrolling students, along with initial 
Application for Enrollment. This fonn states that the student has either graduated from a high school 
or completed a GED. In addition, the College follows ACICS Criteria as well as all Title IV guidelines 
in procurement of GED documentation. 

3.6.1 Describe the procedures in place to verify that the credential earned is from a recognized/legitimate 
institution and not from a ' •diploma mill.·· 

High School graduate and GED documentation are verified through the applicable State Board 
of Education. 

3.7. What grading system docs the campus employ to indicate student progress? 

The traditional grading system of letter grades of A, B, C, D, or Fis employed . The institution is on 
the quarter credit hour system . Graduate transcripts are kept at the main campus in Wheeling. 
Permanent Record Cards are maintained by the Director, showing the quarters and the grades received. 
Transcripts are completed from these Permanent Record Cards for graduates and dropouts , and all 
transcripts explain the grading systern . All expressions listed above are provided in the WVBC 
Catalog. 

3. 7 .1. What is the unit of credit (semester. quarter , or trimester) used or clock hour? 

Quarter credit hour is utilize .d 

3. 7 .2. How docs the campus ensure that a transcript is maintained for each student? 

Graduate and dropout transcripts are kept at the main campus in Wheeling. Pennanent Record 
Cards are maintained by the Director, showing the quarters and the grades received . 
Transcripts are completed from these Pennanei1t Record Cards for graduates and dropouts. 

3.7.3. How is the grading system explained on the student's transcript? (sit consistent with the campus 
catalog? 

The grade system for West Virginia Business College appears on each transcript produced for 
a student It .is consistent with the WVBC campus catalog and is reflected as such; 

Grading Scale Grading Quality Point Value 

A 100-90 Excellent 4.00 

B 89-80 Good 3.00 

C 79-70 Fair 2.00 

D 69-60 Poor 1.00 

F 59-0 Failure 0.00 

w - Withdrew 0.00 

3.8. How arc records and reports (e.g., student. staff. financial) housed so that they arc safe from theft , tire. or other 
possible loss? 

All currently seated students' records are housed in the fireproof cabinet in the financial aid office that 
is kept locked. All graduate and dropout files are kept in a locked, fireproofroom at the main campus 
in Wheeling. 
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lf the campus utilizes computerized record keeping, what arc the back-up procedures? 

NIA 

3.9. How long are student records maintained by the campus'? 

Student transcripts are kept indefinitely. All federal and legal requirements are observed in record 
keeping. 

3.10. Describe any plans for improvement in the administration. 

The Wheeling Campus is in the launch phase of electronic record administration utilizing 
AmpEducator, Inc. (a Toronto, Canada based company). Once the Wheeling Main Campus is up and 
running successfully, we will integrate the Nutter Fort Branch Campus. 
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An instjtutiou's methods of attracting and retaining students often arc subject to scnitiny and arc of considerable 
conc ern to the public , to other educational institutions , and to the Council. An institution 's recmitm ent efforts should bo 
devoted to locating and infonning st1.1dents. in a professional and dignified manner , who the institution can best serve. 
Recruiting practices contribute to an institution· s image . Each institution also should strive to ensure that its financial 
relations with students refl ect the highest ethical stand ards and are in confonnanc e with all state and federal laws and 
regulations. Each inst'itution is required to de velop a program of student personn el services that is consistent with its 
stated mission . Such services should support the educational prog ram and reflect the institution 's concern for tho 
welfare of the student . ln responding to tbc questions below , please consult Sections 3-1-400 through J-1-442 of the 
Accreditati on Criteria. 

ADM[SSIONS AND RECRUITMENT 

-l. l What is the admissions policy? 

\VVBC requires the following for an applicant to be admitted : 

I. To be intervic,ved by an Admissions Representative 

2. To have earned a diploma for a high school or to bave a GED 

3. To complete the entrance evaluation 

4. To be accepted by the campus Director 

To en ter a degree program , m1 applicant must score 20 o.r highc.r on the entrance 
evaluation . TI1is is the onl y differenc e between admission to the diploma and the 
degree programs. This polic y is in adherence to the school"s missioi1 of 
admittance only of stud ents that t he institution deems trainabl e and able to pl.ace 
in a career. Other factors of admi ssion are attitud e and behavior , which may be 
detcnnined through statements made or con versations with the Director. The 
polic y also is that if an applicant who scored less than 20 can complete the 
diploma program successfiJll y he/she can at that time re-enroll into a degree 
program. This affords the stud ent the opportunit y in the future and a goal to 
work toward. 

4.1. I Docs the policy differ based on the credential aw·ardcd or program of stud y? 

No 

4 .1.2 Explain how the admiss ions policy adheres to the institut ion ' s mission . 

Our policy applies to our institutional mission as students are deemed trainable and placeable after 
successful completi .on of our given programs. 

4 .2 [f applicabl e, what is the admissions polic y regarding enrollment of ability-to-benefit students? 

West Virginia Business College does not admit ability to benefit students. 

4.3 What records are maintained by the campus to reflect the basis for the admission of each stud ent ? 

l11e following records are maintained by WVBC for this purpose: 

1. Original application fo.r enrollment 

2. Original c, ,.aluation 

3. Record of acceptance by the Di.rcctor(onapplication for enrollment) 
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4. West Virginia Business College Fann 5 

4.4 Describe the student recruitment program. 

The institution uses individual Admission Representatives (AR) who caU prospecti ve 
students and respond to those who have called the college. The college adve1tises on 
television and pe1iodicall y radio to create inte rest. When pem1itt ed, the AR visits high 
schools and meets with the guidance counselors and provides infonnation. A letter is 
sent once a year to p1incipals advising them of the \VVBC Scholarship . Infonnation is 
taken by administration from potential students who call in. The AR then returns that call 
and sets up an appointment to be hel.d in the person 's home or at the schooL 

4.5 Describe how admissions representatives are trained , compensated , and monitored. 

l11e Director trains the Admissions Representati ves with regards to presentation , app licable lmvs, and 
regulations concem.i.ng lega l and accreditation criteria. As all staff and facult y, the AR is given a written job 
description. 1l1is states that any misrepresentation is grounds for dismiss .al. Prior to an AR enrolling a student , 
they must demonstrate that they know and are comfortable with WVBC official standard presentation and are 
able to con vey it correctly. 1l1cy must practice this with management trainers. Admissions Repr esentatives are 
monitored by the Director. Appointments made by ARs are written on a dry erase board in the Financial Aid 
Office as well as the Director· s Office. In addition. the College emp loys a Googl e Calendaring System whi ch 
allows all administrative personnel to know the AR status at any given time. Each mom ing the Admissions 
Representativ e meets with the Directo r to discuss procedures and activities regarding the previous day . 
Admission Representatives receive an annual salary paid semi-monthly . 

4.6 Describe the policies and procedures regarding incoming transfer of credit. 

The colkge will accept credits earned from other accredited institutions if the following criteria are met 

1. The grade eamcd must be an '·A.-'(with school catalog and sihtilar course description .) 

2. Quarter-equi valent hours must have been earned and the course must be 
applicable to their program. 

3. No more than one half ( 1/2) the required courses may be transferred. A more 
detailed description is seen on pages 11-12 of the catalog . 

WV BC currently holds an articulation agreement with Salem lnternational University. Tbe publication of this 
agreement is through the use of posters and a.re located on the Campus Dlrec.tor Announcement Board as we ll 
as throughout the campus. In addition, the use ofm ed.ia outl ets and portals of the announcement was utilized. 
Notification is given to students at the time of acceptance by the Campus Director. In order to qualif y for 
transferability , a student must earn at least a 2.5 cgpa and have completed a minimum of 15 semester credit 
hours as converted. 

4.6. l Where are these policies and procedures published? 

West Virginia Business College Catalog - Page 12-13 

4.6.2 Desc1ibe any ai1iculation agreements with other institutions. 

WV BC currently holds an articulation agreement ,1vith Salem International University. 

4.6.3 Describe where the campus publishes a list of institutions with which it has established the agreements. 
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The publication of this agreement is through the use of posters and are located on the Campus Di.rector 
Announcement Board as well as throughout the campus. In addition , the use of media outlets and portals of the 
announcement ,,vere utilized.. 

<l.6.4 Describe the process fornotification to students of the articulation agreements and the transferability of 
credits in the programs that arc offc.rcd. 

Notification is given to students at the time ofacceptance by the Campus Director in order to qualify 
for transferability, a student must cam at least a 2.5 cgpa and have completed a minimum of 15 semester credit hours as 
converted. 

STANDARDS OF SATISFACTORY ACADEMIC PROGRESS 

4. 7 Who admi11isters the standards of satisfactory academic progress (SAP) for the can1pus and ,.vhat are this 
individuars qualifications to administer SAP'! 

The Campus Director is responsible for following the satisfactory academic progress of students. 1l1is is based 
on federal guidelines. This is examined by the Director at the end of each quartenvhcn GP As and CGPAs are 
calculated. The Campus Director notifies the Financial Aid Administrator when a student does not meet SAP 
standards . All protocols for SAP standards are located in the WV.BC Catalog beginning on page 15 of the 
catalog. Training for this moitoring has come through AC[CS workshop and wcbinar training as well as specific 
Financial Aid Administrator training throug h various state and federal outlets. 

4.8 How does the campus determine if a student is making satisfactory progress according to the policy? 

Satisfactory Academic Progress (SAP) policy is outlined beginning on page 15 of the WVBC Catalog; and 
reads as follows 

The College has established satisfactory, academic progress (SAP) standards that all students must achieve and 
maintai.n to be considered to be making measurable progress to\>vard completion of his or her program of study. 
ll1ese standards define the quantitative -pace or percentage of completion ,qualitative m easure - minimum 
cumulative grade point average (CGPA) , maximum time frame (MTF) for completion of a program of study 
and other academic requirements. In order to receive and continue to be eligible for :federal, state and 
institutional financial aid fLmds, a student must maintain satisfactory academic progress. West Virginia Bnsiness 
College evaluates SAP applicable to the program of study in which the student is enrolled at the end of each 
academic year for programs that arc longer than an academic year and at the end of each quarter for programs 
that are one academic year or less in length. All students must complete and graduate from their program of 
study within 150% of the publish ed program length. Students not meeting these standards will be subject to 
dismissal from College. All students must have a CGPA of a 2.0 (Grade ofC) for graduatio11 frotn any program. 
TI1e quantitative component of SAP is the measure of the pace at which a student must progress through his or 
her program of study to ensure completion within the maximum timeframe allowed and provide for the 
measurement of the student· s progress at the time of evaluation. Tbc pace or completion percentage is 
calculated by determining the cumulati ve number of credit hours the student bas successfully comp1eted divided 
by the numbe r of cumulative credit hours the student has attempted. Transfer credit hours accepted from other 
schools that arc applied to aWVBC program of study arc counted in tho calculation as both attempted m1d 
completed hours . A student must complete 66 .67% of attempted credits per evaluation period in order to 
complete program of study within the maximum time frame ( 150% of the publis hed program length). 

It is the Director , who is responsible for monitoring academic probation as well as SAP. 

Attendance if verified by the Administrative Assistant. who aids the teachers in keeping a 
record for their attendance policy. 

Successful course completion is verified by the Director after reviewing the Pennanent 
Record Card to dctcm1inc if enough quarter/credit hours have been camed, CGPA is 
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obtained , and all requirements for the program have been met. SAP ( 150%) is not 
calendar basecL but it is based on academic progress. 

4.8.1 Who reviews the student's records and advises the student? 

Campus Director with suppo1t from Academic Administrative Assistant as well as the Financial Aid 
Administrator. 

4.8.2 Who monitors probation? 

Campus Director 

4.8.J How is attendance verified? 

Instructor based attendance verifications - records are then official and the responsibility of the Campus 
Director 

4.8.4 How is the cumulative GPA and percentage of successful course completion verified ? 

Based on SAP requirements and regulations , periodic checks are made for GPA , PACE OF 
COMPLETION , and 150%; which are reviewed by the Campus Director. 

FINANCIAL RELATIONS 

4.9 If the institution sponsors institutional scholarship, grant_ or loan programs, descnbe them and provide how 
they are publicized. 

An institutional scbolarship is sponsored by WVBC. Its requirements are as .follows: 

I. The student must have achieved at a minimum 3.0 (out of 4.0) GPA in high school. 

2. He/she must currently be a senior in high school or a graduate of the most recent senior class. 

3. The student must receive in writing a recommendation from the high school principal. 

llte scholarship is explained in the WVBC catalog on page 18. 

1110 AR e-mail s high school principals by September 30, which explains the scholarsh ip . A folJow-up .is 
c,ompleted by the Admissions Representative who hand. del ivers a copy of the letter to the high school guidance 
counselors. No grant or loan programs are sponsored by the school. There is also a Presid ent's Scholarship , 
which is awarded based on competitive testing. 

4.10 What evidence does the campus have that demonstrates the tuition , fees , and other charges for all students who 
enrolled at the same time and in the same program are consistent . If they are not consistent, explain . 

A breakdown of tuition and fees is provided in the catalog. No except ions or special arrangements are made for 
any student enrolling at WVBC. All students are charged in accordance to the cost listed on student award 
letters. Scholarship award recipients , as published in the WVBC Catalog , are presented with an award letter 
based on type of scholarship received with applicable charges , if any. 

4.11 What arc the refund policies and procedures? 

The refund policy is cle<1rly outlined in the WVBC catalog page I 0. as well as at the bo·ttom of the enroUment 
application. 

1l1c refund policy and procedures arc as follows: 

I. Cance llations prior to the first day of class : If applicants , accepted by the instjtution , cancel 
within ·five (5) business days following the date an enrollment contract is signed , the scho ol will refund all 
monies paid to the inst itution. In the event of a canc.ellation notification follmving this pe.riod., but prio r to the 
start of classes , the institution will refund all monies paid. 
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2. Witbdra, :val after the commencement of classes : Student who withdraw during the first hvo (2) 
weeks of the quarter will 1·eceive a tuition refund of 50% of the charged tuition for the period. Students who 
withd raw during the third week of the quarter wil l receive a tuition refund of 25% of the charged tuition for the 
period . After the thir d week no refund will be made. Application and other fees are non-refundable . All Title 
IV funds will be made in accordance with the mies and regulations of the US Department of Education. Retum 
of funds will be based on the amount of time a student spends in school. 1l1is will be determined by the 
number of days in the enrollment period (excluding scheduled breaks of five days or more). If the percentage 
is less than 60%, the appropriate amount of aid will be detennined within the allotted time frame. If the amount 
is greater than 60% , no rctum of monies will be made. 

3. Refund to Veterans will be made on a pro-rata basis as required by the Veterans Administration 
and appropriate State regulatory bodies. 

4.12 What arc the qualifications of the financial aid officer'! 

l(b)(B) ~b)(6) I has been employed at West Virginia Busines s Co~or the past 16 months. ll1e last 12 months 
have been in the position of Financial Aid Administrator. Ms. ~ has an Associate ·s degree in 
Microcomputer Applications frolll Belmont College and has taken additional classes through the University of 
Pheonix, Franklin University , Kent State Tuscarawas, and West Liberty working towards a Bachelor·s degree in 
B1.1siness Administration. 

Ms. ~is a member of WV ASF AA and has completed trainings in the areas of SAP , Veteran Certification. 
FAME ESP Software , West Virginia Higher Education Grant ; WOIA , and will be attending the Federal 
Financial Aid Administrato1·s Academy in prepa ration to sit for select NASFAA University Crede11tial Tests. 

On a week ly basis M~ "b)(6) l!rcvie,.,vs and cross references WVBC, lFAP , DOE and ACICS websites for 
updates and regulation changes as welJ as cross referencing documentation to ensure all regulations are adhcr.::d 
to. These reviews have lead to proc edural moctifications at the campus level. Ms.~b)(6) !actively maintains a 
continuous quality improvement approach in all financial aid areas. 

4.12.1 ln what activities does the financial aid ofncer participate to keep up to date on changes in financial aid 
programs? 

See above 

4. 13 If applicable, describe the system for counseling students regard mg their student loan repayment obligations. 

During the initial financial aid interview , the student is infonncd of his /her obli gations and 
responsibilities in regards to taking out student loat1s. All pertin ent repayment inform atioh is also given out and 
reviewed at that time. A loan entrance interview is also completed. ll1e student also completes the mandatory 
Pell Grant application through the FAFSAed.gov ,;vebsite if not previously completed " 

During registration, . students arc reminded to make an appointment with the Fi-11ancial Aid Manager for 
any questions that arise throughout their educational career . At that time , they are also reminded of repayments, 
student loan obligations in general , required exit interviev.·s , and how attendance and GPAs/CGPAs , all affect 
financial aid. 

During the ex it inten,iew , more literature is given to the student regarding loans and repayment 
obligations. They are also made aware they may contact the Financial Aid Administrator even after leaving 
WVBC for advice or with questions regarding their student loans . 

.:I .13. I What is the cohort default rate for th~ last three years'' 

Year: 2012 Rate: 20.0% !Draft} 
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4.14 If applicable , describe the cash discount policy and provide evidence that it has been approved by the Council. 

WVBC does not have a cash discount policy. 

STUDENT SERVICES 

4.15 Desc.ribe how the campus provides orientation for new students. 

An registra tion is held on the first day of the quarter. l11e re is registra tion at l 0:00 a.m. for day sttidents and one 
at 6:00 p.111. for night students. Th e registration is bogun by the Director, who then introduces the Financial Aid 
Administrator, after w-Itich the Career Services Representati ve is introduced. After they ha ve talked about their 
duties and their relationship to the students , the Direc tor introduc es the teachers. 'Tiley talk abou t thems elves. 
their degrees , their qualifications and experience , and their expectatio ns . The Student Counsel is then 
introduc ed and a spokespc.rson discuss es the role of that body. The College's regulations and mies are 
discussed. Statement of Unde rstanding is read to all students and they may ask any questions they may ha ve. 
Students are then assig ned to repo1t to mentors and discuss obstacles whic h may prevent them from coming to 
school. During that time , they are cal1cd into the Law Library one by one , book cards are distributed , and 
payments are discussed. They also receive a copy of their grade cards with their final grades from the previous 
quarter. After the new and reentry students are finished with thej r registration, they. too , are dismissed to their 
mentor and follow the same process as returning students.The first mentoring session by the Directo r is usua lly 
held within the first week of classes . This allows student s some time to adjust to their classes and determine 
they perceive there to be any potential problems. Advising forms arc completed at these sessions as well. 
Additionally , teachers set office hours so students may make appointments during these times to meet with the 
teacher on a one-on-one basis to discuss any problems occurring in his/her class TI1e tone of orientation is 
upbeat , enthusiastic , and infonnative. 

4.16 Describe all academic and personal counseling services offered. 

Academically. if a student has a concern they meet with th e teacher who is qua.lified in that field of study. The 
student is also assigned a Mentor during registration and the listed Department Head may also be involved. TI1e 
Depart ernnt Head is qualified in their field of study . They are considered counselors within their field of stt1dy. 
Last ,the Campus Director may be involved and has the C:\-periencc and qualifications to handle most situations 
or provide contact infonnation to the person(s) or agencies needed. 

4.16.1 What arc the qualifications of the staff responsible for the counseling program(s)? 

Department Heads , Mentors, and Instructors are all qualified indiviifoals with significant life 
experience. In the event a situation is beyond the scope of a student - teacher relationship , West 
Virginia Business College will seek to provide the necessaty assistance to the person or persons in 
need. 

4.17 Dcsc1ibe the retention program. 

WVBC seeks to retain students as follows: 

I. By explaining clearly and concisely all policies. proc,edures. rules. regulations , and expectations from 
the initial Admissfons Representative interview , to the Financial Aid intcn,icw , followed by the tour of the 
facility by the Director , to the orientation and meeting with mentors, to finally the classroom policy letters given 
by each teacher on the first day of class. 

2. By reminding student at each registration the niles and rogulations. 

750 First Street, NE, Suite 980 .Washington, DC 20002-4223 e t- ;02.336.6780 •f- ,02 ,842,2593 -.vww.acics;.or<] 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



+ 
ACICS Application for Accreditation - Self-Study Narrative 

Page 2.:& of 48 
Revised; May I, 20/3 

3. 

4. 

By providing advising sessions twice per quarter or as needed. 

By offering an open-door policy. 

5. By closely working with students on payment issues and aiding them in finding as much outside 
funding as is allowed by law. 

6. By ensuring that student receive as much personal attention by faculty and staff as needed. 

7. By working closely with students on academic probation. 

8. By providing small classes and a faculty who trnly care about the students and ,vho are qualified to 
provide the education the students require. 

9. By offering students infonnatio11 about special government agencies they can go to for help for a 
variety of matters , ''Choices " daycare seivices, and bus schedules. 

I 0. By encouraging the Student Council to hold activities that will allow for a break from routine and allow 
for social interaction ·where students can establish friendships and support groups 

11. By providing encouragement for students who excel , have perfect attendance , or make a positive 
. . . 
m1press1on 111 some manner. 

12. By each faculty and staffmember treating each student fairly , with respect. and as a valued individual. 

The Director also constantl y makes contact with students and teachers , ensuring that they are working together 
towards a common goal - the student's education and graduation . The Director offers an open-doo r policy and 
each day is making contact with students. The Director occasionall y visits a class , which also allows students 
to obser ve the Director in a different setting. which permits a stronger relationship to WVBC. 

4.18 Describe emplo yment services offered to students. 

The Career Services R.eprcsentati ve (CSR) me ets with each student in his/her last quarter. She offers 
infom1ation regardii1g Civil Serv ice Test taking , WV Work Foree sign ups , online job sites. and aJso obtains the 
studc11f s resume for future forwarding to potential emplo yers that she comes in contact with. She contacts 
potential emplo yers weekly and calls new graduates weekly; as well , to make contact and update any 
employment infonnation . WVBC also offers lifetime placement services to all graduates . The CSR helps set 
up appointments to sign up for civil service exams . She encourages students to volw1teer to impro ve their 
chan ces of emplo yment. 

4.18.1 Describe how placement verification is documented. 

Emplo yment results arc documented on ACJCS Tracking Form #6 . . FoHow~ups are documented on the 
ninety (90) Day Graduate Letters , as well as the Employer Satisfaction Letter. 

4.19 Describe the process used to conduct follow-up studies for graduate and employer satisfaction surveys. 

Responses to Employer and Graduate Surveys arc analyzed to see whe.re there is a need for improvement in 
technical skills and soft skills from both Emplo yers and Graduat es point of view. Th e goal is to maintain a 
placement rate of 75% or better. Results of Emplo ye r Surv eys are used to identif y employers ' prioriti es in 
hiring in the local job market , and to identif) r reasons for unemployment while developing recomm endat ions to 
address reasons for unemploym ent of graduates. Graduate Survey results a.re used to develop academic 
programs and activities designed to address areas for improvement in technical skills and soft skill s. 

4 .20 Describe the programs of extracurricular activities , if any. 

l11e college , itself. does not utilize a program of extracunicular activities. Many students have obligations 
outside the school that would not afford them the opportunit y to participate . WVBC does encourage and 
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support the Student Council who holds a variety of activities. They have bake sales. picnics , covered dish 
dinners , and also participate in things such as the annual Christmas Parade. These are open to aJI students , 
staff, and faculty . 

4.2 l Describe any areas needing improvement in the area of relations with students. 

The College Admissions Department organizes each quarter a '' Bring a Friend To School " day , and a WVBC 
Day which allows for spouses and members of the students support committee to attend classes for a day or 
evening. Sometimes , fu.mily members are not very supporti ve , and this enables them to sec what it is like being 
a student at WVBC. 

Award days are held once per quarter , generally on registration day , where students are honored for grade point 
averages and a variety of other achievements. 

More public relations activities are planned. A recent blood drive co-sponsored by WVBC and Ohio Valley 
Medical Center he ld at the Wheeling Civic Arena with The American Red Cross allowed the students to 
participate and work as a group towards a goal. The American Red Cross also held a Blood Drive on the 
campus of WVBC. Our students took great pride and satisfaction in this , so more activities are being sought to 
this end. 

Holiday activities historically are planned by the Student Council and Instmctors as well. 
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1l1e majo_r index of an institution's quality is the effectiveness of its educational program . The educat ional program must 
be consiste11t with the stated mission, mt1st be adequat e in breadth and context to achie ve it, and must produc e 
measurable results. Another index of an insritution.'s quality is the competeJ1ce of its facuJty. The effecti veness of any 
institution depends upon good teaching and upon the abilit y and commitment of its faculty. The .selection. orientation. 
guidance , stimulation. and eva.luatio11 of the teach ing staff are among the most significant responsibili.ties of the 
administration. The faculty should actively participate in developing the total educational program of the institution. A 
third index of institutional quality is the resources available to instmctors and students. In responding to the questions 
below, please consult Sections 3-1-500 through 3-1-544 of the Accr editation Criteria. 

Teaching hours , assignments , and schedules will vary from field to field and from institution to institution , but they 
should allow faculty time for adequate preparation and professional development. The institution shall devise a plan for 
the efficient use of faculty competence and time . which addresses student-teacher ratios, number of teacher 
preparatioos , aod number of teaching hours. In responding to the questions belmv, please consult Sections 3-2-100 , 3-3-
200, 3-4-200 , 3-5-200 , and 3-6-400 of the Accreditation Criteria . 

PROGRAM PLANNING, DEVELOPMENT AND EVALUATION 

5.1 Describe how the educational programs have been developed based on the institution 's mission. 

Educational programs have bee11 developed with local employ er needs in mind. and in cooperation with the 
Ad visory Board. Programs are developed with a broad base so as not to limit employment in specific fields. 
Many factors go into the versatility of our programs , such as high unemp loyment aDd the integration of 
go vernment jobs in our area. Programs are viewed in ligllt oflocal , state, and federal government regulations, 
as well as ACICS criter ia . Employer demand is also a factor . 

5.1.l List each program offered and state the occupational and general objecti\ 'es of the program . Provide an 
overview of how these programs are delivered (i.e. , lecture , laboratory , self-paced instmction , distance 
instmction). 

Business Management/ Accounting 

To provide the knowledge and skills to enter the business world in a variety of business functions . 
Lecture/laboratory 

Secretarial Sciences/ Executive Secretary 

To fill positions in a variety of secretarial positions and to be prepared in personal computer usage and 
communication skills. Lecture/laboratory 

Secreta1ial Sciences/Legal Secretary 

To fill positions in a legal or business office. Also, to become familiar with personal computers , 
communication skills , as well as knowledge oflcgal terminology. Lecture/laboratory 

Comput er Applications/Accounting 

To prepare students for careers in business offices by utilizing their training in computer and accounting 
skills . Lecture/laboratory 

Computer A pplicaticms/Secretary 
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To prepare students for careers in business offices utilizing their training in computer and secretarial 
skills. Lecture/laboratmy 

Medical Assistant 

To fill positions oftmst and responsi.bihty in an office setting , Students obtain knowledge in 
manageiial and secretarial classes. Lecture/laboratory. 

Office Administration/ Paralegal 

To fill positions oftmst and responsibiJity. Emphasis is placed on l.ega.L managerial , and secretarial 
classes. Lecture/I aboratory 

Business Administration/ Computer Applications Accounting 

To fill positions oftmst and responsibilit y in entry level to middle level management. Emphasis is 
placed on computer and administrative skills. Lecture/laboratory 

Business Administration/ Computer Applications Secretary 

To fill positions oftmst and responsibility in entry level to middle level management. Emphasis is 
placed on computer , administrative, and secretarial skills. Lecture/laboratory 

Nurse Assistant Patient Care Aid 

To provide students with the skms and knowledge to pcrtom1 both clinical and administrative functions 
in a health care facilit y. Lecture/laboratoJ}' 

Surgical Technologist 

To provide students with the skills and knowledge to pcrfom1 both clinical and administrati ve fonctions 
in a surgicaJ facility. Lecture/laboratory 

Computer Support Specialist 

To provide students with the skills and knowledge to perfonn administrati ve and clinical fonctions with 
infonnation technology. Lecture/laborator y 

5 .2 Identify ,vho is responsible for the follov~-ing at the campus. Describe their academic and/or experiential 
qualifications for this position: 

5 .2.1 Overall administration of all academic programs. 

~ Director of the Wheeling Campus. She attended both Michigan State University and West 
Virgini ~ earning an RBA with emphasis in Psychology and a minor in Communications. 

5.2.2 Administration of each academic program offered. 

The Campus Director would hold oYersight of each academic program. WVBC does publish four 
department heads to guide our four pillars of educat io.n; legal , medica l, business, IT. In addition , we publish a 
program. administrator for Surgica1 Techno logy. This person reports to the medical department head . 

5.3 Describe the role of the faculty, administration , and others in establishing the educational programs . 

At faculty meetings , all teachers are encourag ed to submit suggested changes , additions , or deletions of 
programs , or any portion therein. Once a faculty member prepares a sugge51ion, it is then submjtted to the 
Director. If it is approved by the Director , it is then submitted to Corporate Offices . Once it is decided whether 
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to accept or deny the suggestion , then an email is sent with an explanation and that email is then attached to d1e 
suggestion on file. TI1e acceptance or denial is later discussed at a faculty and/or department head meeting. 

5.4 Describe how the educational programs reflect the needs of the students and the community . 

Through help-wanted ads, co11mmnity input, student input, and an evaluation of local businesses , the 
college features educational programs which teach skills that arc in demand . TI1rough help-wanted ads alone. it 
is apparent that this area is in need of medical office administrators , computer operators , and all types of 
business/accounti ng associates, as well as well-trained persons to work in the lcgaJ field as assistants , 
secretaries, and paralegals. Also sustained contacts through the CRS office, and direct calls into the College 
seeking employees has been a significant factor is the College 's merumrement of successful employment of oar 
graduates . 

5.5 How arc provisions made for individual educational differences among students ? 

Initially! a new student. upon meeting with the Financial Aid Administrator is given an entrance evaluation that 
shows his/her weaknesses and strengths academicall y. Followin~ the evaluation each new student meeting with 
the Financial Aid Administrator goes through a thorough interview and completion of the necessary financial 
fonns unique to each student's circumstances. After registration , each new student is met with by their mentor 
w-ho discusses individual needs, goals, barriers, and so forth. Advising fonns arc done at that point and at any 
point throughou t the student's educationa l career at WVBC by any faculty or staff member who meets with 
them . Teachers are assigned students to mentor and meet with these students fonnally at least twice per quarter 
to establish a relationship and serve as yet another contact person to ensure tJiat the student is making 
satisfacto1y progress and to guide that student in the proper direction. Each student is treated as an individual. 
both in and out of the classroom: thus, Gach department faculty. and administration cater to the student's 
individual differences and needs Evening classes are Monday. Tuesday. and Thursday. (Wednesday is 
traditionally church night. so WVBC tries to accommodate) Generally. WVBC Fonn -I begins the basis of 
action regarding indivjduaJ educational differences and un.ique needs of our students. 

5 .6 How arc the community resources utilized to enrich the programs? 

The college considers the diverse experience and knowledge available through its Advisory Board, which is 
composed of busiJ1ess, professional , and potitical leaders. lt also relies heavily on many other business leaders, 
entrepreneurs , a:nd professionals to prov ide information and advice through such events as Career Service 
Semii1ars and individual class guest speakers. Voluntce1ism is encouraged by the college as well, so students 
may gain experience allowing them to be more marketable upon graduation . Teachers also make regular field 
trips to local businesses. libraries. hospitals. and courthouse libraries to utili ze their resources and infom1ation 

5.6.1 Describe bow the utilization of these resources is documented. 

Fonns arc filled out and 6icd for Guest speakers , Field trips and Internships 

5. 7 Describe the policy on the responsibility and authority of faculty in academic governance. 

It is the policy of West Virginia Business College to support an academic climate that protects academic 
freedom. academic responsibility, and the pursuit of excellence in teaching , research , and learning through the free 
exchange and critique of ideas among all members of our school. 

5. 7. I Hov,-was the academic governance policy communicated to the faculty? 

It is posted throughout the buildings on various bulletin boards as well as given to instructors at the 
time of acceptance of hire. 

5 .8 Is there a detailed syllabus on file for each course? 
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Yes, each course has a syllabus on file as well as posted in che classroom . Grading standards , an outline ofche 
progress to be made through the te~"1, and other necessar y infom1ation is found on each syllabus . Each teacher 
receives a copy of the syllabus for each class they teach. 

5.8.1 How are syllabi developed? 

Syllabi are developed at the Main Campus througb suggestions from staff and/or faculty at both 
campuses. Suggestions for changes , updates, and so forth can be made at both campuses , however. 

5.8.2 How often are the syllabi revised? 

Syllabi are revised whenever : a) a class is updated with new materials or machines , b) a new text is 
acquired , or c) suggestions from staff or faculty concerning chc syllabi arc adopted. 

5.8.3 Describe the process for revising syllabi. 

Syllabi arc developed at either Campus through suggestions from staff andior faculty at both 
campuses. Suggestions for changes , updates, and so forth can be made at both campuses , however. Once a decision has 
been made ,,vith adequate supportive documentation , the Campus Director will submit change to the General Manager 
for final approval. 

5 .8.4 How are out-of-class assignments , if applicable , incorporated in the syllabi and how are tJ1ey evaluated? 

As noted in the syllabi there is 2 hours of homework for each hour oflectme . An IRP (or Independent 
Research Project) project is incorporated in the syllabi for each class that requires, the equivalent of the homework 
requirement. 1.RP projects arc individually calendared my instn1ctors and various cJassroom settings. Ultimately, the 
evaluation of the project will be at week 8 of any given 12 week quarter . 

5.9 Describe any intcmship/extemship programs , indicating name of program, procedure , and person(s) responsible 
for the oversight of these activities. Have both the campus and the practicum site signed an agreement outlining 
the arrangements of the intemsbip/extemship? Describe the contents of the agreement. 

The Wheeling Campus does hold an intership for Surgical Technology students at Wetzel County Hospital in 
West Virginia . l11e internship will be preformed during a student's last quarter and will be an onsite dependent 
internship. Currently. procedures and placements do not exist as our program. and this internship are in the 
beginning stages of implementation . West Virginia Business College expects to have sites, procedures , as well 
as oversight .in pl.ace and operational at the time of the ACJ.CS site visit. In addition , wc will update ACICS on 
this important matter on a continual basis. 

5.10 Describe the methods utilized to evaluate and revise the curricula. Wentif)1 any differences in these procedures 
among vanous programs. 

Based on input from faculty , tl1e department heads , the staff, student satisfaction surveys, the Career Sen,ices 
Representative , and constant contact between the Dire<:tor and the book publisher (which ensures that the 
college is aware of the most up-to-date and latest editions) , the curricula is kept up-to-date. 

Suggestion forms (Form 115) are used if the need arises to implement a new text, class, program, and so fmth. 
These are submitted , to the corporate office for approval . If the Career Services Representative , for example , 
through contact ,vith potential employers, receives a request for a student/pot ential employee to have Wo rd 
Perfect skills , she would then submit a suggestions fom1 in regards to this matter. 

There are no differences among programs with regard to cLuTietlla revision or eval.uation . 

Advisory board members arc not directly used in the evaluation or revision of curricula.. However, at regular 
meetings, the Advisory Board is continually asked for input on these issues 

5 .10.1 lf advisory boards are utilized, list board members and their qualifications. 

BN, Chief Nursing Officer_ Peterson Hospital 
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J .D., Attorney , Safcsak Law Offices , PLLC 

M .B ,A. , finance - Founder, Computer Clinic Cyber Dimension 

.S. Phys. Asst. - UPMC - Pittsburgh , PA 

ttome y at Law. Bench Law Offices. PLLC 

RN. , B.S.N., Bishop Hodges Continuous Care Hospital 

B.A., M.Ed .. L.S.W .. Founder , S Case Co 

.Ed ., M.B.A. , Pb .D. , University of North Texas 

5 .11 How was tbe length of each program det ermined ? 

111c lcngtb of a program is detcnnined by establishing tbe number of credit homs which 
emerge from an anal ysis of courses needed for a.solid coverag e of the skills . Each 
student is assigned approximately between twelve ( 12) and sixteen ( 16) quarter hours of 
coursework per quarter . This has proven to be considered a " full course load. " Dividing 
sixteen ( 16) into the total number of quarter credits needed gives the number of quarters 
that are typicall y required to graduate . 

5.12 Do any programs include training by a third party? If so, please explain. 

No current programs require this at the Wheeling Main Campus. 

5.13 Is lieensure or other certitic.ation required for persons cmp.loyed in any program areas offered? 

Yes D No~ 

5.13.1 If yes , list specific skills that students will need to acquire in order to be licensed or certified and hov, 
the curriculwn provides for attainment of these skills. 

NIA 

5.13.2 Describe any applicable examinations and the pass rate on each oftbese exams. 

NIA 

5.14 If applicable , share details on any program thai requires specialized programmatic accreditation to obtain entry­
level employment or licensure by the state in which the campus is approved. (lnclude name of the program and 
name of the specialized agency.) 

N/A 

5.14.1 Explain the current status in holding such accreditation . 

NIA 

5.14.2 How have students been ootified of this requirement and how it affects their employability following 
program completion? 

NIA 

5 .15 How are appropriate course sequencing and prerequisites deterinioed ? 

Course sequencing and prerequisites are dctennined by analyzing the rclati ve difficulty of courses and 
the need for the use of one skill prior to the use of another. TI1e knowledge or skills in such basic 
courses as Medical Terms I, Accounting Land Windows are obviously required before stud ents can 
move on to a more advanced level in that field. Curricula are structured in a way as to aJJow tbe student 
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to progress from the least difficult level to the most advanced level by taking the required prerequisites. 
These are listed 01.J the syllabi and in the catalog. 

5.15.1 How is the curriculum stmctured to ensure an increasing level of difficulty as the student progresses? 

Department Head and faculty members are constantly encouraged by the Director to submit suggested 
changes on a Suggestion Form (Fonn 115) . Tuey can , at any time , detem1ine if they would like to see a 
new class , new text , new program , or so forth . The student and graduate satisfaction surveys show that 
the, college takes into consideration any reco 'nuncndation by any of these current or previous students. 
There is evidence of follow-up as ,veil in the ninet y (90) day satisfaction letter which comes to the 
Career Serv ices Repres entati ve. She then may dete nnine if a suggestion fom1 needs submitted in 
regards to a suggcstioD made by a graduate. The Di.rector. upon review of the Staff and Faculty 
evaluation results. may make a suggestion as well. 

5.16 HO\v is the need for curriculum changes detcnnined? 

Need is based on our areas of outreach. Surveys , Emplo yme nt surve ys, contacts with emplo yers, 
paying attention to economic trends in our geographic area.ID addition , information is gleaned from 
department head meetings , facult y meetings , ad visory board meetings. Generally , these meetings arc 
comprised of experts '\n the field" and info1mat1on and subsequent change is conceptualized at that 
point. 

5.16.1 How are faculty members involwd in curriculum evaluation and revis ion ? 

As explained above , facult y members are given the ability to continually evaluate and suggest revisions 
at any juncture 

5.16.2 How dO(;)S the campus utilize follow-up studies of its graduates and employers to assist in curriculum 
cva1uation and revision? 

Generally , results of those studies. etc , are placed in the Campus CEP for tracking and trend evaluation. 
We utilize surveys , phon e calls , emplo yer contacts , personal visits to ensure adequate information is 
provided before action is taken to evaluate and revise cirriculum 

5.17 What curriculum chang es have been made during the last three years? 

WVBC has not had significant changes over the last period of accreditation. Upon review of the submitt ed 
ACA's, you will :find changes to our Surgical Technolog y program , ou r Medical Assistant program , and 
our Computer Applications program - now called Compute-r Suppmt Specialist. h1 addition , we have 
streamlined all programs to become compliant in both CIP and SOC code requirements , and generally 
upgraded our course offerings to better ser\'e our sh.1dents. 

5.17.1 What changes are contemplated for the ne:--.1 three years ? 

WVBC would like to finish a stud y on the viabilit y of our diploma programs for possible 
discontinuation . In addition , ,1o,1e would like to begin a study on the feasibilit y of a 12 month Business 
Administration diploma program weighted similarl y to our Mcdica1 Assistant program. 

5 .18 How docs the campus dctcm1inc the appropriate allocation of contact time among lecture, laborator y, and 
intcm/cxtcmship activities? 

West VirgiJlia Business College detem1in.es from experience and i11Struc tor input that approximat ely 
67% of each ""machine" course contact hour (computer and keyboard courses) is taken up by kcture 
and 33% constitutes laboratoiy time. Thus , in the 48 hours of normal course , 32 hours are lecture and 
16 arc lab. 1l1crcfore. 32 lecture hours divid ed by IO (per ACICS criteria section 3-1-515) equals 3 .2 
lecture hours. The 16 lab hours divided by 20 equals .8 lab hours . This brings the total credit hours to 
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4.0. The non-machine cours es are basicall\' lecture courses and arc still .listed as traditional 4.0 credit 
hour courses. 

5 .18. I How does the campus monitor the number of contact hours completed for each course? 

Updated Academic Credit Anal ysis spreadsheets , as provided by ACICS provide the appropriate 
monitoring tool. llle General Manager of West Virginia Business College in conjunction with each Campus 
Director ensures compliance in thjs area 

5 .19 What are the procedur es for developing the application of the U.S. Depmtmcnt of Educatioi1 's definition of a c.redit 
hour (as required in Section 2-2-503 of the Accrediialion Criteria)'? 

Section 2-2-503 of the ACICS Criteria -references tcnnination of programs and not the definition of a crodit 
hour. We belie ve the Criteria references credit hour fonnulation at 2-2-50 L (a) and (b). 

For purposes of a response , West Virginia Business College will measure and a,, ,ard credits using quarter credit 
hours as its unit of credit. The institution operates on a quarter tem1 calendar year. A Quarter is I 0~12 weeks in 
length. WVBC awards quarter credit hours for financial aid and for academic purposes. As such. the number of 
hours required to successfull y earn a credit varies by the type of cours e. Specificall y, a quart er credit hour js 
equivalent to a mininum1 of 10 clock hours of lecture; 20 clock hours oflaboratory : or , a combination of the 
two. 1l1e awa rd of credit homs for lecture courses also asstm1es appropriate out-of-class learning activities , such 
as reading , field trips , the infonnation research project , internship observat ions and similar activities , to support 
the credit awarded for courses. We note that the number of credits for financial aid purposes is ca lculate d us ing 
a different fonnula and therefore may vary for financial aid purposes . 

5. 19. I Where are the procedures published? 

Page IO of the West Virginia Business College Catalog 

5 .20 How does the campus detennine the appropriate scheduling of classes in relationship to the needs of the 
students? 

TI1e college attempts to schedul e classes according to the need of th e student body. TI1is is completed through 
sucb mean s as advising fonns , mentoring sessions , and the study ing of studen t demogra ph ics. Examples 
inc.lude: scheduling day class es du.ring public sc.hool .hours in o.rder to accommoda te moth ers (wl1icb .make up 
the majorit y of our studentst scheduling night classes in order to accommodate working students and allow 
them the opportnnity to earn an education. In addition, students arc given an anticipated graduation date on the 
applicat ion . The school makes every attempt to see to it that this date is met , unless a student docs something to 
put themsel ves out oftheir ·'block " This could include . but is not limited to. the transferring in of classes , 
failing a class , and/or withdra wing for any length of time. 

5 .21 If applicable , describe the method used to evaluate and award academic credit to students who demonstrate 
subject competency based on academic , occupational, or personal experiences. 

West Virginia Business College has no such methodology or practice of evaluation. 

INSTRUCTION AND FACULTY 

In responding to the q11eUions below. please consult Section 3-2-200, 3-3-300. 3-4-300 , 3-5-300. and 3-6-500 of the 
A.ccredilalion Criteria. 

5.22 Describe how physical facilities . equipment , and resources are used to enhance classroom instruction. 

Physical Facilities ; The Wheeling Campus has adequate space to hold approximately 150 to 175 students on 
any given day and evening session. The space is accessible to all . 
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Equipment The campus allows for enough computers. so sn1dents in a class do not have to share their time on 
the machine. This allmvs for better instmction and comprehension, because the student can immediately apply 
the concept or technique. For unrest1ictcd use by the teachers , the campus has wireless internet capacity, 
smartboard technolog y, whiteboards , and an overhead projector. 

Resources: 1l1e campus maintains two libraries , which contains resources related to all su!J.jects taught , as ,,vel.l 
as genernl reference materials. For paralegal students, WVBC has obtained an extensive Legal Reporter 
collection used for student research . [n additfon,West Virginia Business College utilized the GALE Academic 
One Online Library for all students . The Wheeling Main Campus has within walking distance , the Ohio County 
Library . 

5.23 How arc learning materials selected'? Describe how instructional procedures and materials are evaluated to 
determine their effectiveness . 

As previousl y explained , a teacher submjts a suggestion fonn to the Director. If approved , it then goes to the 
Corporate Office for confirmation . l11is is the standard procedure to follow in submitting suggestion fonns. 
Staff and faculty arc encouraged to submit the necessary fonus for suggesting learning materials. 

The Di rectors from both campuses are sent sample copies of texts . Once re viewed, they arc passed ollto the 
teachers for further review. Any suggestions are made at that time, if it is deemed necessary or desired. TI1e 
materials are ultimately chosen by admi.nistration at the main campus, with regard to pertinence. clarity. and 
competence: also, how it aids in departmental library development. 

5.24 Describe how the campus ensures that students have access to appropriate loaming matcriaJs (e.g ., textbooks, 
laboratory equipment). 

AU textbooks are purchased by the co.liege and are on hand for students to purchase in a timely manner , 
Occasionall y, there will be books on backorder , but this rarely happens due to the advanced orde r planning . 
Lab equipment is provided by the school and is the same equipment that is used in the classrooms (such as 
complltcrs). These arc available to the students to use for extra practice or research anytime class is not in 
session: also , students may use the library computer (if tbe Internet is required). The hours of availabilit y are 
the same as the school hours: Monday, Tuesday. Thursday- 7:30 a.m. to 10:00 p.m.: Wednesda y - 7:30 a.m. 
to 5:00 p.m.; Friday- 9:00 a.m. to 4:00 p,m.; and Saturday - 9:00 a.m. to 1:00 p1n 

5.25 Describe how the campus ensures that it maintains appropriate licenses for computer software and how it 
ensures compliance with copyright laws. 

This issue is generall y handled by the Wheeling Main Campus , Gene.rally the procedure is for any computer 
teacher ,vho becomes aware of an expired license to submit a repa ir order to the Director. The me.mo is 
immediately review ed for appropriate action by the Wheeling Main campus - in consultation with tho General 
Manager. 

WVBC does take adequate measures to ensure this stipulation is adhered to by all faculty , staff. and 
administration . To this end, a sign is posted at various places throughout the school stating that '·no copying of 
materials protected by copyright laws is allowed." 

5.26 Who is responsible for faculty orientation? 

The Campus Director is responsible for faculty orientation. 

5.26.1 Describe the orientation of the faculty to the campus. 

The Director completes a traiJ1i11g session with each teacher as they arc hired. The teachers arc given 
"T' (for Teachers) pages , which outline the procedures they a.re to adhere to according to WVBC 
internal as well as ACICS standards , as well as the rules and regulations of the school. Teachers arc 
encouraged to review the school catalog onlinc. which covers the programs and student-based mies and 
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regulations. Teachers are also required to attend faculty meetings that are held 011 a regular basis 
throughout the quarter, and an In-Service training seJTiinar held the day of orientation each quarter . 

5 .27 How does the administration detennine the qualifications or a faculty member to teach a particular course'' 

Files arc kept for each teacher that includes a list of the courses they are able to teach. 1l1is is 
determined by examining their official college transcript and any documellted work-related experience. 
Teachers are assigned classes that they arc qualified to teach. The institution does not employee non­
degreed teachers. 

5 .27. I Describe qualifications of non-degreed teachers for the subjects they teach. 

The College has no such issue to describe . All faculty hold relevant degrees per AClCS Criteria 

5.27.2 How are the qua1ifications documented? 

Relatedly. no qualifications exist. 

5.28 Describe the procedure for collecting official transcripts, for qualifying credentials and/or those listed in the 
catalog, for faculty members. 

As part of the hiring process. all teachers are required ("within 30 days of employment) to supply the 
college with an official transcript. If this is not accomplished , the teacher is not rescheduled for classes. 
There are no teachers at this time that official transcripts are not on file. 

5 .28. I If there are faculty mcmben, whose official transcripts arc not on file, document what offorts are being 
made to obtain them. Please ii1clude any unique circumstances that may impact the ability to obtain 
such transcripts (such as political instability , institution closing , etc.). 

There arn no teachers at this time that official transcripts are not on file. 

5.29 In ,vhat ways does the campus evaluate instruction? 

The institution eva1uates teachers through unannounced visits by the Director , At the discretion of the 
Director, other faculty members and/or department heads may also visit and do peer eva luations . 
Teachers arc also evaluated after 90 days of emplo yment by the Director , v.ho completes an advising 
fom1 (Fonn 77). 1l1is fonn lists both positive and negative comments , as well as areas that need 
improvement and suggestions for that improvement. Also , any advis ing fom1s for the quarter that have 
been placed in the instmctor 's file are reviewed. Students evaluate their teachers duru1g the Staff and 
Faculty Evaluations completed each quarter. Students are urged to write any addition.,tl comments 
regarding their teachers. Also, Pre/Post tests are given and evaluated. Depending upon the perce11tage 
increase , the teacher meets with the Director , if necessary , at tho beginning of the followi11g quarter to 
discuss any unsatisfactory results. If necessary , an action plan for improvement is developed . 

5 .29. I What systematic processes are in place to enhance and promote teaching effectiveness? 

Generally, a meeting schedule - each effective in cnbacing and promoting effectiveness. Such regularly 
scheduled meetings as a qum1erly faculty inservice, regular quarterly evaluations , weekly meetings . 
.A CJCS faculty development plans also serve as an exce llent enhancem ent .resource. 

5.30 What is the system in place to ensure that annual faculty development plans are on file for each member of the 
faculty and signed by tho faculty member and his/her supervisor? 

Upon employment or at the beginning of January, vvbi.chevcr comes first , each teacher is to fill out a 
new Faculty Development plan. AJI seminars , In-Service , and any group webinars are recorded on the 
fonn. and supported by backu p documentation . This is done by the placement of the ce1tifieates 
completion in the teachers ' file . If the development takes place on a personal level or outside the 
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institution. it is the responsihility of the teache r to provide the Di.rector with things such as certificates , 
certifications , updated transcripts (other than this insti tution 's) , and so forth . At the review stage, it is 
then determined if any outside documentation is needed . 

5.30.1 How are the activities on the plan determined 9 Hm..,· does the campus ensure that the plans are 
individualized for each faculty member? 

l11e Director and instmc.tor discuss the activities and how they will enhance the their teaching and the 
learning experience of the student 

5.30.2 How is the plan implemented? 

A written action plan is produced from the meetings between a Campus Director and an instmctor. 

5.30.3 How often is the plan reviewed? 

Plans are reviewed quarterly. The College understands this is a yearly minimum requirement. A 
quarterly review simply works better ,,vitbin the context of the College calendar. 

5.31 Describe how the campus ensures that all faculty complete de velopment plans. 

This responsibiility rests with the Campus Director , v,1110 follows up with faculty to detcm1inc if they 
have acted on their plan and to adjust accordingly or document the completion of their development in 
the personnel file. 

5 .31.1 How are the activities docmuented by the campus? 

Meeting minutes , summaries, social mediapostings. and photographs 

5 .32 Describe the program of in-service training for the improvement of instruction and curriculum. 

Videos and guest speakers comprise the majority of the ln-S~rvicc training for the institution. It 
revol ves around pertinent issues that will help teachers in the classroom. They provide teachers 
necessary tools to assist student who may present a need. 

5.32.1 List the schedule for the next 12 months. 

• October 2015 - Law Enforcement and the Cleary Act 

• January 2016 - Student - Teacher Relations Workshop and Discussion Board 

• April 2016 -Drug Polic y Review and Discussion Board 

• July 2016 - Instructional Methodology and Classroom Planning 

5.33 Describe how the administration documents professional gro\\1h for full- and part-time faculty 1nembers. 

Professional growth is documented by certificates of participation or transcripts kept in the teacher·s personnel 
file: also , included arc atte11dance at Webinars (which usuall y include an attendance printout on the computer: 
club memberships (both personal and professional , which may be documented by a p1intout or membership 
card) ; subscription to magazines (which may be documented by the actual mailing label and/or printont/copy of 
the magazin e' s cover): and the like. This is req uirement for all instructional staff. 

5.34 Dcsc1ibe the frequency, content , and documentation of facult y meetings . 

Faculty meetings are mandatory for teachers each ·week. A minimum often ( I 0) facult y meetings take plac e 
within any twel ve wee k quart er at West Virginia Business Colleg e. The minutes a re taken at eac h meeting , and 
printed up by the Administrati ve Assistant . A file recor d exists of tbese meetings and they arc housed in the 
required fire -proof filing cabinet. Meetings generally consist of a review ofT-pages , WVBC catalog. a 
discussion of ''at risk" students , and input on how to help these students , reminders abo ut upcoming events , 
sche dules , rosters , as well as the general development and improvement of the student body and College as a 
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whole. Occasionally , there will be handouts from publications such as the Professor, the Master Teacher , and 
relevallt infomiation that has been downloaded from the Internet. 

5.35 Describe the plans for ongoing improvement in curriculum and faculty, 

Free classes at WVBC are always available to its instructors. Th is adds to tl1eir transcript and famjJiarizes them 
with the curriculum at the ColJege. Subject specific professional growth opportunities are sought through the 
internet , publications, local announcements, vaiious media, as well as word of mouth experiences . In addition , 
Wcbinars arc made available to instructors ·when pertinent infonnation is found. This allows the instructo rs the 
ability to view new concepts and products at the.fr convenience. The College continues to seek and hire the 
most qualified candidates as instrnctors . A diverse group is sought , so experience (as well as education) is 
cons .idered when hiring. \VVBC , as i.s our continual plan of development , has always sought innovative talent 
regarding the instruction of our students. 

5 .36 What are the nom1al teaching loads , number of field preparations , and number of su~ject preparations for full-
time and part-time instmctors at the campus? 

The nonnal teach ing load is four ( 4) hours of instructio n per day per each teacher . No teacher may be 
required to have more than three (3) preparations in diff erent fields ofinstruetion , nor may they exceed 
five (5) preparat ions within the same field . The av.crago number of preparations vaiics between two (2) 
and three (3) per te rm. No teacher may exceed the i11structional load specified by ACICS . 

5.37 What is the student-teacher ratio , for each program area, at the campus? 

6.5 to I average 

OCCUPATJONALASSOCIA1'E'8,ACADEMICA.SSOCJATE'S,ANDBACRELOR'SDE(iREE1NS11TUTIONS 

5 .38 Describe how the general education courses offered by the campus contribute to the development of the student. 

General requjrement classes such as Mathematics , Psycholog y, Oral Communications , Inte rpersonal 
Communicat ions, and Literature/Composition are integrated into their programs to help students hone basic 
math, writing , and verbal skills that \,Viii enable them to work in any business environment . Classes such as 
lnterpersonal Commu nication s dea l with the human relations aspect of the business 'world _ Oral 
Communications allows a student to gain confidence in speaking in front of audiences , as well as speaking one­
on-one. giving them an advantag e in job interviews. Math helps students understand and utilize the basic 
functions_ Psycl1ology aids students in understanding differences in peopl e and personalities and the possible 
reasons for their behavior. Lit/Comp allows students to poJish their w riting and reading/comprehension skills 
which allows for the writren word to benefit a student in the business world. 

5.38.1 Cite examples: 

An cross cirriculacxample would be Basic Mathematics as related to Clinical Skills where students 
learn specific measurem ents in metrics. Leaming to do mathematical conversions as learned in a Basic 
Mathematics class would be most helpful. 

OCCVPATJON.4L ASSOCIATE'S, ACAJ>EMIC ASSOC IA TE'S, BACHELOR'S, AN/) MASTER'S DEGREE 
INSTITUTIONS 

5.39 Describe hmv pa1t-time facult y are utilized by the campus . 

All i.nstiuctors arc part-time. They are given classes according to their qualifications , both academically 
and experientiall y, and in compliance with ACICS. They are evaluated by the Director through 
classroom visits , Staff and Faculty Evaluations , and general interaction . 

5 .39. I What percentage of the faculty is part-time? 

100% 
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As mentioned, adjunct faculty are monitored and evaluated by the Director through classroom visits , 
Staff and f acuity Evaluations. and general interaction. 

ACA.l)EilfJC ASSOCJAJEJS, BACHELOR'S1 AND MASTER''S DEGREE lNSTTTUTJONS 

.5.40 What percent of those subjects which are part of academic associate ·s. bachclor·s, and/or master ' s degree 
programs are taught by faculty members possessing advanced degrees as required in the Accreditation Criteria? 

NIA 

5.40.1 Describe the efforts to recmit and retain qualified faculty members . 

N/A 

5.4 I What evidence is available to indicate that the members of the faculty are teaching courses which are based on 
their major and minor academic preparation and related experience? 

NIA 

5.41.1 If any faculty members teach a course outside of their academic major or minor. list their names and 
describe for each , how the administration detenuin ed their qualifioati .ons to teach tbeir assigned 
subjcct(s). How arc the qualifications documented? 

NIA 

5 .42 Describe how the campus ensures that there is sufficient enrollment in the second year of a two-year program or 
upper division courses in baccalaureate degree programs. 

NIA 

"MASTER'S AND J)OCTORAL DEGREE IN&TITlfIJONS 

5.43 Describe the oversight committee who bas the responsibility for developing , modifying , and maintaining each 
graduate program. 

NIA 

.5 .43. I How often does the committee meet? 

NIA 

5.43.2 What documentation docs the campus maintain to evidence the role of this committee in the 
development of the program(s)? 

NIA 

.DOCTORAL DEGREE JNSTJJ-UTJONS 

.5 .44 ·what i:vidence is available to demonstrate . that the members of the faculty are experts in the.ir field of study u, 
which they are assigned to teach ? 

NIA 

5.4.5 Describe how the campus encourages its facult y to engage in practical or scholarly research and to publish in 
professional journals . 

NIA 

5.46 Explain how the core full- and part-time faculty is effective in ensuring the sound direction and development of 
its doctoral degree program(s). 
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Each institution must provide an environment that is conduci ve to good instmction and lcan1ing and that supports the 
educationaJ programs offered by the institution. The adequacy of the environment is assessed against the demands mado 
upon it by the curriculum. facult y, a11d studen ts . In responding to the questions below. please consult Sections 3-1-600 
through 3-1-60 2 of the Accredita tion Criteria. 

6.1 Desc.ribe how the buildings , classrooms , equipment , fumiture, and surroundings meet the needs of the campus 
in size and scope. 

The Wheeling Main campus building , classrooms , equipment , funtiture , and surroundings are adequat e 
for our curr ent stud ent population and subs equeut need . Our facil.i.ty can accommodat e 150 - 175 
students comfortably in any ,given day or eve ning class session. Tu e WVBC physical plant in Wheeling 
holds 9 possible classrooms with an ability to spl it our large auditorium into two separate and private 
classrooms. Th e College is in complete compliance with all applicabl e lm:vs and codes for occupanc y 
and safety. All students enrolled in ''equipment-based '' class es hav e indiv idual equipm ent at thei r 
disposal during class time. No sharing of equipm ent is requ.i red. 

6.1.1 Describe how the facilit y in compliance with all applicable federal , state , and local codes for occupancy 
and safet y? 

Th e facilit y meets aU standards regarding Stat e and Federal reulations for lire. safte y, and access . 
These issues have been examined and approved by the City of Wheeling , West Virginia as well as the State of 
West Virginia. 

6.2 Does the eantpus utilize a campus addition or additional space? 

Yes D No[gj 

6.2.1 If yes. describe these locations. 

NIA 

6.3 Describe any plans to impro ve the physical plant and equipment. 

West Virgin ia Busin ess College has recently construct ed a new medical lab complet e with mock surgical suite 
and scmb room . Compl eted to scal e, this medical lab ,vas competed in conc ert with local area hospit als 
permitting access to surgica l operat ing rooms when they were not in use. A Coll ege stud y was completed and 
construction began and finished within a calendar year . Medical students arc currently bene fiting from this new 
medical lab . The College has also completed the reno vation of our Auditoiium into our working Law Library 
for students , staff , as well as our surrounding communit y. Compete with internet access , the Law Library is one 
of the largest and most comprehensiv e in our area. 

Plaut upgrades include pro viding live stream access to our web page which will allo\-\' for all to see exampl es of 
our educational proce sses, our special programs , in-service possibilit ies, increased visibilit y and a more cutting 
edge feel to our curricula. 

In addition we are in pursuit of ABA approval for our Paralegal program . Only one of a handful of programs in 
the State of West Virginia , WVBC belie ves our program to rank among the-best in the region. Achi ev ing ABA 
approval would enhance that program even more. 
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It is important that an institution recognize the value of "truth in advertising" when promot ing its operations. 
Publications must be prepared and presented -in a professio nal manner to reflect favorably upon the institution. 
lnfonnation published must be accurate and fach1al and must reflectthe current status of the institution. Ot1ly the 
Council can accept or reject an institution's catalog. and a final dcc.ision will not be made based on a draft. ln 
responding to the questions below. please consult Sections 3-1-700 through 3-1-703 and Appendix C of the 
Accreditation Criteria. 

7.1 Describe how the catalog reflects the educational programs, operations , and services. 

The WVBC catalog is a professional , informational document availabl e to all students , employees , and 
the general public on the \VVBC website. It shows each program in detail , and it describes each course. 
Additionally, it includes a directory of owTiership, management , administratfon, and faculty . Tho rules 
and regulations arc discussed as well as satisfactory academic progress. 1t describes the grievance 
pol icy and the steps that would need to be taken to file a grievance. The grading scale. credit transfer 
policy , basic financ_ial aid sources , admissions policies. and library resources are also provided. 

7.1.1 How often is the catalog published? 

In general. the catalog has been published about every two (2) years. Catalog revisions are completed 
011 an as needed basis . In addition , quarterly updates to reflect faculty and staffrevsions are published 
as uecded. 

7.2 How docs the crunpus ensure that all enrolled students receive a copy of tho campus catalog? 

AU students are given the website address and urged to read the catalog on.line. Any student who 
requests a printed copy will be given one. If stude11ts do not own a computer. they can access the 
catalog on school computers when class is not in session. 

7.2.1 What other publications arc provided to enrolled students'? 

No other official publication is offered. 

7.3 Describe the advertising and promotional literature. 

A majori ty of alJ advertisi11g completed by WVBC is th.rough television , radio , or the newspaper. There is also 
a general brochure available for the college. These are distributed to businesses , high schools , prospective 
walk -in applicants, and the occa sional job fair . This brochure, however, is not used as a mass advctiising tool 

7.4 Desc,ribe any plans for changes in publications . 

At present , we are not enacting plans to change our publications. 

7.5 If applicable , describe how the courses are numbered and identified in the catalog to indicate that advance work 
is offered and based upon the appropriate prerequisites. 

At present , we are not enacting plans to change our publications. 

7.5.1 How does the catalog explain the course numbering system? 

As shown in the catalog, each course offered by the college .is identified by a five-character code. The 
first two (2) alpha-characters are an abbreviation representing the discipline area of the course. The 
first digit represents t.he level at which the course in generally offered and the degree of difficulty. The 
last two (2) digits indicate a unique course title sequence , but it does not necessaril y imply a sequence 
of classes within a discipline . 

7 .6 If apphcable, describe how and where the catalog identifies the general education courses required in a 
program . 

750 First Street, NE, Suite 980 .W ashington, DC 20002-4223 e t- ;02.336.6780 •f - ,02 .842,;2593 -.v ww.arns.or0 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



ACICS Application for Accreditation - Self-Study Narrative 
Page 41 of 48 

Revised: May I. 2013 

For each course description in the catalog , the required course for each program is listed ; including the gene ral 
education courses. These are described in detail under ·'course descriptions ~' in the catalog. 

7. 7 Describe the published performance infonnation concerning student achievement. 

Criteria section 3- J -704 states that Institutions shall routine I y provide reliable information to the public on. their 
perfonnance , including student achievement as detem1ioed by the institution.To that end, West Virg inia does 
publish both our annual retention and placement rates as establish ed through the CAR reporting calendar year . 

7.7.1 Where is the campus performance achiev ement information published'! 

The retention and placement rates are published annuall y in the West Virginia Business College 
catalog. Specifically on page I I. ·me catalog can be accessed through the West Virginia Business 
College website at 'N\VW.w vbc.edu 
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LIBRARY, INSTRUCTIONAL RESOURCES, AND MATERIALS 
1110 instrnctional resources , audio v isual teaching equipment, and instructional materials shalJ be adequate to serve the 
needs of the institution's educational program. TI1e effectiveness of the library or learning resource center is of the 
utmost importance for institutions. Its collections should be appropriate and adequate to suppo rt the education al 
programs. The y should be used by both students and faculty. ll1e librar y or learning re.source center should be 
organized ,vith the educational needs of the particular institution in mind. The acquisition of materials shmild reflect the 
changiog and developing trends of the business and technical world. In responding to the questions below , please 
consul t Sections 3- l-8 00 , 3-2-200. 3-3-400 , 3-4-400. 3-5-400. and 3-6-70 0 of the Accreditation Criferia. 

FOR ALL INSTITUTIONS 

8.1 Explain hO\v the instrnctional resources sen 1c the needs of the educational programs. 

TI1e Gale Academic One File OnHne Library serves the needs of our educational programs with extensive 
coverage across our cirricula. 13,000 indexed journals, Peer reviewed articles that number in the millions , as 
well as multimedia, video , podcasts. mp3 files , make up only a fraction of availablilty for our students. The 
onlinc environment is a 24/7 web based log in from anywhere and is a wondc1ful research advantage for 
students of West Virginia Business College as well as many friends of the College. 

8.1.1 Describe any contracts or agreements with outside li.braries or resource centers. 

Our agreement with this singular rcsoursc is through Ccngagc Leaming and tl1c GALE Academic One 
Online Library including two additional libraries involving Health and Well Being Resource Center and a 
Global Business Insights portal. 

8.2 Briefly describe the physical and/or online holdings of the campus. (For online holdings , list the full-text 
databases in which the library maintains active subscriptions.) 

Full te;-.t databases are at the following web address : 

http://www.cengage.com/search/productOven 11ew.do'lNtt =academic+onefile% 7C% 7C I 2966369221947093073 
l 132330063644 7 I 4 I 98&N= l97&Ntk=APG% 7C'% 7CP _EPI&Ntx==rnode+matchallpartial: 

8.3 Exrplain how the quantity and quality of instructional resources are appropriate for the size and scope of the 
campus. 

Instructional resources are adequate at West Virgjnia Business College. Easy access to classrrooms, a mock 
surgery suite_ smartboard technology , our online library. \.Yireless access to the internet. our law library of over 
4000 legal reporters all lead to this assumption. 

8.4 Explain how reference materials and periodicals are organized for easy usage and preservation. 

Most resources are located through the online library. In addition. tex-rbooks. workbooks_ working papers, 
multimedia infonnation are all provided to the student at the first day class meets. 

8 .5 Who is responsible for developing and maintaining an up-to-date inventory of instructional resources? 

TI1e Campus Director is the reponsible party for the up to date inventory of instmctional resources at the 
Wheeling Main Campus , the Director stays in close contact ,vith the textbook company ' s representative. 
Additional and summa:tive resources can be.found on line through the text book company 's website .. 

8.6 What is the budget for instructional resources (excluding personnel allocations)? 

Faculty members arc encouraged to make suggestions and submit requests.The projected budget for 
instrnctionaJ resources is an open line-item and based on faculty ioput and suggestions. 

8.6.1 How is the budget detennined? 
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Since WVBC has an open-ended , line item budget regarding it ' s libraries, a percentage of the total 
tuition revenue would not prove an accurate measurement. Purchases and acquisitions va111 according to 
circumstances.The on line library is a part of that process requiring a monthly remittance to maintain 
access for our students. 

8. 7 Describe the assessment strategy for library resources and infonuation services. 

Assessment has just been completed which resulted in the GALE Academic One File . ll1ere are no new 
strategics at this j uncturc . However , a review of this student service is ongoing and available for assessment in 
the near future. 

8.8 Describe the training for students and faculty to utilize library resources as a part of the learning process. 

Students arc given log in infonnation at registration day. The online library is located on the WVBC website for 
easy access.Each student is given an instmctional sheet regarding the use of the on line library. 

8.9 Describe the facility where library and instructional resources are held. 

Online presence of our library is located on our website at www.wvbc.edu 

8.10 Describe any plans for improving iostmctional resources . 

As mentioned, none at tllis time. Department Heads and their instructional staff continually provide program 
improvement suggestions on a quarterly basis. 

FOR OCCUPA T/ONAL ASSOC/A TE'S, ACADEMIC ASSOCLATE'S, BACHELOR'S, MAS1ERJS, ANJJ 
DOCTORAL DE<;REE INSTITUTIONS 

8.11 Who is responsible for assisting stude11ts and faculty in the use of the library during posted library hours? If the 
individual is professionally traim:d = desc1ibe these qualifications. 

ll1e Career Service Representative serves as our library coordinator 0 specfically our LegaJ Reporter Library$. 
Additionally. our IT derpartment bead serves as a origination point for our online libra:ry. 

8.11.1 If th.ere are library assistants describe how these individuals are trained to assist students and faculty 

NIA 

8.12 Explain how the instrnctional resources serve the needs of the educational programs . 

WVBC utilized the on line library in many forms. One sucb fom1 is being the main source of peer review·ed 
articles , te,-.1. and periodical work dedicated to our quarterly independent Research Project for each 
class offe.red dming a tenn . 

8.12.1 How docs the campus dctcnninc which reference works arc acquired? 

Our online presence has distinguished which reference works arc required. To date. all peer reviewed 
material have proved to be more thao adequate. 

8.13 What percentage of total tuition revenue is spent for library acquisitions'? 

$1100.00 per annum mai·ntains our online presence for the Wheeling Campus. 

8.14 During the past three years , have budget allocations for library acquisitions been increased , decreased, or 
maintained at previous levels? 

Budget for our library has increased. Until the onLine presence settles in and revenue spent for the same , the 
amount of the increase will not be known. 

8.14.1 Explain. 
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8.15 Explain ho, v reference materials and periodicals are organized for easy usage and preservation. 

TI1e Gale Academic One File Online Library serves the needs of our educational programs with extensive 
coverage across our cirricula. 13,000 indexed journals , Peer reviewed articles that number in the millions , as 
well as multimedia , video , podcasts , mp3 files , make up only a fraction of availablilty for our students. Tue 
on line environment is a 24/7 web based log in via any device or computer. 

8.16 How does the campus provide physical and/or m1line resources necessary to make the educational program .(s) 
effecti ve? 

The Colloge maintains hvo computer Jabs with intemct access to our website and onlinc library. These 
computers arc available outside of class time from 7:30AM to 10PM on Monday , Tuesday , Thursda y and 
7:30AM to 5PM on Wednesda y and Friday . Access is also available on Saturday from 9AM to I PM. 

8.17 Describe the physical and online library resources, including infonnation about the 

8.17.1 Total number of physical volumes 

NIA 

8 .17.2 Total number of on line collections available 

3 online collections of resources are currently available 

8.17.3 Number of titles and/or online collections related to each program offering 

230.000 legaJ journals , I ,306.000 medical joumals, 430 ,000 business journals. 208.(l()0 IT joumals/ 
Each selection above constitutes a peer reviewed academic joumal resource 

8.17.4 Number of titles and/or online collections related to general education courses taught 

37.000 online resources 

8.17.5 Number of program-related periodicals to which the institution currently subscribes 

1,200 legal periodicals , 8,916 medical periodicals, 10.335 business journals , 1,860 IT journals 

8.17.6 Number of other periodicals availabl e 

91,407 other periodicals available 

8.18 Describe the library's procedures regarding student borrowing and return of materials. 

TI1e online environment does not provide a. check out system . 

8.19 Describe h°'" ' onlinc resources , if any , are made available to students. 

Each student is given log in infoimation upon registration as well as an instructional sheet as a resource. 

8.20 Describe how the campus monitors student usage of the library and instmctional resources? 

Monitoring of use is completed at the Instructor level. 

8.21 What evidence shows that the institution , in maintaining and improving the quality of its library holdings , 
seriously considers recommendations of 

a. faculty 

WVBC encourages (a) faculty to submit Library Resource Suggestion forms listing any books , 
periodicals , videos , software. reference materials, and so forth that may be needed or desired to be 
added to the library. These suggestions then go to the Director , who submits them to the Library 
Coordinator for future consideration. 
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b. appropriate national professional organizations and societies , and 

The institution (b) docs not rely heavily on the recommendations of national professional organizations 
and societies, since they are neither familiar with our students· needs nor our college in general . 

c. a nationally recognized list (or lists) of online colfoctions, books, and periodicals ? 

TI1e college does not adhere to a nationall y recogniz ed list of books or periodicals. fostcad, it depends on the 
needs of the students and the suggestions of the faculty and staff. 

8.22 Describe any plans for improving the library. 

No current and additional improvement plans are in place at the moment. We are in a study phase of evaluation 
regarding our online library. Once that is complete and a calendar year passes. we will commence with an 
improve.ment plan. 

FORAC;WEMJC ASSOC/A TE'S, BACHELOR'S, MASZ'ER'S, AND DOCTORAL DEGREE JNS11TVTIONS 

8 23 .Hmv does the professionally trained individual maintain his/her professional awareness ? 

NIA 

8.24 How many hours a week does the professionally trained individual peis011ally supervise the Library? 

NIA 

8.25 Describe the infonnation technolog y available in the library. List web-based research and infomiation literacy 
resources currently used by students and faculty . 

N/A 

8.26 What system is used to catalog library titles? 

N/A 

8.27 Describe hov,' library resources arc made available to students. (List the hours during which the library is open.) 

NIA 

8 .28 Dcsc1ibe the interlibrary loan or other outside resource agreements , if applicable . 

N/A 

8.29 What evidence indicates that the library collection (on-site and online ) includ1;;s up-to-date holdings which are 
pertinent to the various su~jcct fields and arc responsive to tl1e needs of individual courses? 

N/A 

FOR MASTER'S AND DOC1VR4l DEGREE INSTITUTIONS 

8.30 Describe how the library holdings exceed the requirements of the average student in order to encourage the 
intellectual development of all students and to enrich the professional development of the faculty. 

NIA 

8.31 Describe the library resources the campus provides to support a better understanding of sd10larly research at the 
graduate level. 

NIA 
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SELF-STUD¥ QUESTIONS SUPPLEMENT 

9. DISTANCE EDUCATION AND OTHER FORMS OF NONTRADITIONAL 
EDUCATION 

For institutions that ofrer distance education courses or pro2rams or when alternative modes of educational 
delivery are used. 

In addition to the self-study questions on the previous pages , institutions that offer distance educat ion and othcrfonns of 
nontraditional education must a11swcr the questions below. In responding to the following questions, please consult 
Appendix H, Principles and Guidelines for Nontraditional Education of the Accreditation Criteria. 

INSTITUTIONAL READINESS 

9.1 List the cmrrse(s)/program(s) approved by ACICS for delivery through distance education and/or self-paced. 

N/A 

9 .1.1 Indicate tho percentage that each program is available for distance education and/or self-paced 
instn1ction. 

NIA 

9 'J Describe the method(s) used to deliver the distance education and/or self-paced course(s)/program(s). 

NIA 

9 .2.1 Indicate any other institution or entities that arc in vol vcd in the delivery of distance education for 
students at the campus. 

NIA 

9.2.2 If distance education is provided under a consortium agreement , provide the name of the Host 
institution and the relationship with this institution or entity. Include the percentage of the program 
offered by the Host institution or entity. 

NIA 

q .3 Describe how the Campus Effectiveness Plan incorporates distance education as a mode of deli.very 

NIA 

9.3.1 What data is the campus collecting to assess student and faculty satisfaction with distance education 
and/or self-paced instn1ction'? 

NIA 

9.4 Who oversees the distance education and/or self-paced course/program curriculum'? 

NIA 

9.4. l What are this individual ' s qualifications'? 

NIA 

9 .4.2 Who is rospo.nsible for course/program evaluation for nontraditional education mode of delivery? 

NIA 

ADMlSSI ONS REQUIREMENTS AND ENROLLMENT 

750 First Street, NE, Suite 980 .W ashington, DC 20002-4223 .i:- 202.336.6780 •f- ,02 ,842 .2593 -.v ww.acic;;,or<J 

ACCREDITING COUNCIL FOR INDEP ENDEN T COLLEGES AND SCHO OLS 



9.5 

ACICS Application for Accreditation - Self-Study Narra tive 
Page 47 of 48 

Revised: May I, 20 / 3 

What are the admission requirements for students taking distance education coursework? (If there arc any 
differ ences from the residential admissions polic y, explain.) 

N/A 

9.6 HO\:v does the campus make it clear in ,vriti.ng at the time of enrollment: 

9.6.1 HO'\ ,V the studenf s identity will be verified throughout the course and program? 

NIA 

9.6 .2 1-10\-v the student's privacy will be protected in the identity verification process? 

NIA 

9.8 Describe tho orientation program for distanc e education and/or self-pac ed student s . 

N/A 

CUllRlCULUM CONTENT AND INSTRUCTION AND DELIVERY 

9.9 Describe how interaction bet ween facult y and students tak es place. 

NIA 

9.10 Describe how interaction among students takes place. 

N/A 

9.11 What is the student-t eacher ratio for distance education courses ? 

NIA 

9 .11.1 Describe how this ratio is appropri ate and pro vides su fficient interaction bet ween the facult y and tbe 
students and among students. 

NIA 

FACULTY AND INSTRUCTIONAL SUPPORT 

9.12 Describe the facult y training program to prepare faculty to teach self-paced courses or in a distance education 
environment. 

NIA 
9.13 Identif y the educational resourc es and technolog y available to faculty on campus and on-line. 

NIA 

9.14 Identify · the platfonn used to deli ver instruction. 

NIA 

RESOURCES AND EQUIPMENT 

9.15 What is tl1e budget alloca ted to distnncc education delive ry? 

NIA 

9.16 Describe the instructional resources, equipment , and library resources available to stud ents on-line and 
residentially. 

NIA 

STUDENTS AND STUDENT SERVICES 
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.Describe the student services available to students taking coursework on-line. 

NIA 

STUDENT EVALUATION AND PROGRAM ASSESSMENT 

9.19 How are students taking self~paced and/or distance education courses evaluated ? 

NIA 

9.20 How is retention monitored" 

NIA 

9.21 Describe the placement services that are available. 

N/A 

9.22 Desctibe how student, faculty, and employer satisfaction are identified. 

NIA 

9 .23. How does the institution measure core competencies for programs and objectives for courses offered in a 
distance education environment? 

NIA 

9 .24 How arc equivalent out-of-class assignments , if applicable , incotl}oratcd in the syllabi and how are they 
evaluated? 

NIA 

PUBLICATIONS 

9.25 Do the statements in the catalog, Web site, and, when appropriate , in advertising and promotional materials 
meet requirements for institutions offering coursework through distance education? 

NIA 
9.26 .Describe the infonnation given in the catalog regarding nontraditional education, if applicable , including mode 

of delivery. admissions requirements, tests to detennine access, resources offered to nontraditional education 
smdents, and any special costs for the students associated with nontraditional education. 

NIA 
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Accrediting Council for Independent Colleges and Schools 

ACADEMIC CREDIT ANALYSIS 

Rev. Sep, 2011 

To pr int any worksheet open th e wo rksheet / go to FILE/ PRINT/ and make sure "Act ive Worksheet" is selected/ click OK. See INSTRUCTIONS worksheet for detailed instructions. 

Inst ID: 000 10484 I 00010868 I lnstltution Name:IWest Virginia Business College W heeling and Nutter Fort Campuses 
Progr.am 

Name: Business Ma nagement Accounting Diploma Program I Program Length (wksJ:'I 36.00 

Clock Adjust the school's credit hour conversion ratio if differe'lt from minimum5 below 

Ident ify the instit ut ion's un it of credit [SELECT ONEJ X Quarter 10 lecture hrs 20 laba to ry hrs 30 practicum hrs -- - - ----- -+----- -- --+----+--.....;..- ---+--- --+'------
Semester 15 lecture hr~ 

*DE = Disrcmce Education 

TOTALS 552.00 12.00 . 

CONTACT HOURS 

Practicum 
Course Gen Ed 'DE Internship 
Numbe r Course Titl es (YIN) (Y/N) lecture Lab Externshlp 

~ClOl PRINCIPLES OFACCOlJNTING I N N 47.00 - . 

AC202 PRINCIPLES OF ACCOUNT! NG II N N 47.00 - . 

,'1C203 PRINCIPLES OFACCOUNTING Ill N N 47.00 - -
surns BUSINESS MA NAGEMENT N N 47.00 - -
BU106 BUSINESS LAW N N 47.00 - -
BU107 JOB SEARCH TECHNIQUES N N 47.00 - . 

BU113 PERSONNEL MANAGEMENT N N 47.00 - -
DP11S INTRODUCTION TO WORD AND WINDOWS N N 35 .00 12.00 -
DP218 COMPUTER PAYROLL ACCOUNTING N N 47.00 - . 

K3SlZO THEORY OF MATHEMATICS y N 47.00 - . 
GS123 LITERATURE COMPOSITION y N 47.00 - -
K;Sl22·124 ORAL COMM UNICATION OR INTERPERSONAL COMMUNICATION y N 47.00 - -

FINAL ROW - 1; program requires more than 25 lines for course information, please use Program ,·✓1th >25 cour;es template 

Page 2 of 13 

30 laba to ry hrs 45 practicum hrs 

If credits are awarded less than rep resented in the Total Credits Awarded column, 

insert in the Adjusted Credits. Awarded and the Total Credits Awarded will reflecr 

the adjustment. 

564.00 55.20 0.60 - 55.80 

ACADEMIC CREDIT HOURS 

Clock 
Conlact Intern Total Credits Adjusted 
Hours le cture Lab Extern Awarded Credits Awarded 

47,00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - . 4.7 

47.00 4.70 - 4.7 

47.00 4,70 - . 4.7 

47.00 4.70 - - 4.7 

<17,00 3.50 0.60 - 4.1 

47,00 4,70 - - 4,7 

47.00 4.70 - - 4.7 
47.00 4.70 - - 4.7 

47 .00 4.70 - - 4.7 



• 
Accrediting Council for Independent Colleges and Schools 

ACADEMIC CREDIT ANALYSIS 

Rev . Sep, 2011 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Active Worksheet" is selected/ click OK. See INSTRUCTIONS worksheet for detailed instructions. 

ln5t ID: 00010484 I 00010868 I Institution Name:IWest Virginia Business College Wheeling and Nutter Fort CarnpL1ses 
Program 

Name : Se.cretar'ial Sciences Executive Secreta ry Diploma Program I Progr~m Length (wksJJ 36.00 

Course 

Number 

~C151 

isC254 

/1.ClOl 

SU107 

BUllO 

DPllS 

DP216 

DP218 

DP219 

K:iSlW 

GS123 

K;S122-124 

Clock Adjust the school's credit hour conversion ratio if different from minimum5 below 

Identify the institution's unit of credit [SELECT ONE} X Quarter 10 lecture hrs 20 labatory hrs 30 pract icum hrs ---~------+---------+----+--.....;.,----+-----+'-------
Semester 15 lecture hrs 

"DE= Distance Education 

TOTALS 516 .00 48.00 -

CONTACT HOURS 

Practicum 
Gen Ed 'DE Internship 

Course Titl es (YIH) (Y/N) lecture Lab Externship 

l<EVBOAR,DING N N 35.00 12.00 -
ADMINISTRATIVE OFFICE PROCEDURE AND TRANSCRIPTION N N 47.00 - -
PRINCIPLES OFAGCOUNTING I N N 47.00 - -
JOB SEARCH TECHNIQUES N N 47.00 - -
BUSINESS CORRESPONDENCE N N 47.00 - -
INTRODUCTION TO WORD AND WINDOWS N N 35.00 1'2.00 -

EXCEL N N 35.00 12.00 -
COMPUTER PAVROI..LACCOUNTING N N 47.00 - -
ACCESS N N 35.00 12.00 -
THEORY OF MATHEMATICS y N 47.00 - -
LITERATURE COMPOSITION y N 47.00 - -
ORAL COMMUNICATION OR INTERPERSONAL COMMUNICATION y N 47.00 - -

30 labatory hrs 45 p'ract icum hr5 

If credits are awarded less than represented in the Tata/ Credits Awarded column, 

insert in the Adjusted Credits Awarded and the Total Credits Awarded will rej!ecr 

the adjustment. 

564.00 Sl .60 2.40 - 54 .00 

ACADEMIC CREDIT HOURS 

Clock 
Conlact Intern To'lal Credits Adfusted 
Hours lecture Lab Extern Awarded Credits Awarded 

47,00 3,50 0.60 0 4.1 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 OD - - 4.7 

47.0Q 4.70 - 4.7 

47.00 3.50 0.60 - 4.1 

47.00 3.50 0.60 - 4.1 

47,00 4_70 - - 4.7 

41A)O 3,50 0.60 - 4.1 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

FINAL ROW - Ii program requires more than 25 lines for course information, please use Program w,th >25 cour;es template 

Page 3 of 13 



• 
Accrediting Council for Independent Colleges and Schools 

ACADEMIC CREDIT ANALYSIS 

Rev . Sep, 2011 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Active Worksheet" is selected/ click OK. See INSTRUCTIONS work.sheet for detailed instructions. 

ln5t ID: 00010484 I 00010868 I Institution Name:IWest Virginia Business College Wheeling and Nutter Fort CarnpL1ses 
Progr.am 

Name : Se.cretarial Sciences Legal Secreta ry Diploma Program I Program Lengt h (wksJ:·I 36.00 

Cl.ock Adjust the school's credit hour conversion ratio if different from minimums below 

Identify the institution's unit of credit [SELECT ONEJ X Quarter 10 lecture hrs 20 labatory hrs 30 practicum hrs ---1--------+---------+----+--....;., ________ ;.._ ___ _ 
Semester 15 lecture hrs 

"DE = Distance Education 

TOTALS 528 .00 36.00 -

CONTACT HOURS 

Practicum 
Course Gen Ed 'DE Internship 
Number Course Titl es (YIN) (YIN) lecture lab Externshlp 

~C151 KEYBOARDING N N 35.00 12.00 -
isC254 ADM INfSTRATIVE OFFICE PROCEDURE N N 47.00 - -
BU106 BUSINESS LAW N N 47 .00 - -
BU107 JOB SEARCH TECHNIQUES N N 47.00 - -
LG126 LEGAL TERM INOLOGY N N 47.00 - -
LG228 LEGAL ANALYSIS - W RITING N N 47.00 - -

DPll S INTRODUCTION TO WO RD AND WINDOWS N N 35.00 12.00 -
DP216 EXCEL N N 3S.00 12.00 -
~(1 01 PRINCIPLES OF ACCOUNT! NG I N N 47 .00 - -
K,S12,0 THEORY OF M ATHEMATICS y N 47 .00 - -
GS123 LITERATURE COM POSITION y N 47.00 - -
K,S122-124 ORAL COMMUN ICATION OR INTERPERSONAL COMMUNICAT ION y N 47.00 - -

FINAL ROW - 1; program requires more than 25 lin es for course information, p lease use Program ,·✓1th >25 cour;es template 

Page 4 of 14 

30 labatory hrs 45 p'racticum hrs 

If crediis ar<> awarded less than represented in the Toial Credits Awarded coiumn , 

insert in the Adjusted Credits Awarded and the Total Credits Awarded will rejlecr 

the adjustment. 

564.00 52 .80 1.80 - 54 .60 

ACADEMIC CREDIT HOURS 

Clock 
Conlact Intern To'lal Credits Adfusted 
Hours Lecture Lab Extern Awarded Credits Awarded 

47,00 3,50 0.60 . 4.1 

47 .00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47 .00 .po - - 4.7 

47.00 4.70 - 4.7 

47.00 4.70 - - 4,7 

47.00 3.50 0.60 - 4.1 

47,00 3.50 0.60 - 4.1 

41,00 4.70 - - 4,7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47 .00 4.70 - - 4.7 



• 
Accrediting Council for Independent Colleges and Schools 

ACADEMIC CREDIT ANALYSIS 

Rev . Sep, 20 11 

To print any wo rksheet open the wor ksheet/ go to FILE/ PRINT/ and make sure "Act ive Worksheet " is selected/ d ick OK. See INSTRUCTIONS worksheet for detailed instructi ons. 

Inst ID: 00010484 J 00010868 
Progra111 

Name: Medica l Ass istant 

I Instit ution Name:IW est Virgi nia Business College W hee.lfng and Nutter Fort Campuses 

I Program Length (wks,J 48.00 

Clock Adjust the school's credit hour conversion ratio if different from minimums below 

Ident ify the inst itu ti on's unit of cred it !SELECT ONE] X Qua rt er 10 lecture hrs 20 iabatory hrs 30 practicum hrs 
i--- ----t- ------+----+---- --+----i--------+-----+-----

Semester 15 lecwre hrs 

~oE: Distance Educatton 

TOTALS 681.00 24.00 -
CONTACT HOURS 

Praaticum 
Course Gen Ed TDE Internsh ip 

Number Cour se Titl es (YIN) (Y/N) l ecture Lab Extern~hlp 

~Cl51 KEYBOARDING N N 47.00 -
SC254 ADMINISTRATIVE OFFICE PROCEDURE N N 47.00 -
BU107 JOB SEARCH TECHNIQUES N N 47.00 - -
DPll S INTRODUCTION TO WORD AND WINDOWS N N 35.00 12.00 -
BU117 ETHICS N N 47.00 -
MD135 MEDICAL TERMINOLOGY I N N 47.00 - -
MDi.47 INSURANCE BILLING ANO CODING N N 47.00 -
MD236 MEDICAL TERMINOLOGY II N N 47.00 -
f'v1D239 MEDICAL PROCEDURES I N N 47.00 - -
K'.;S120 THEORY OF MATHEMATICS y N 47.00 - -
MD137 ANATOMY AND PHYSIOLOGY I N N 35.00 12.00 -
~S122-124 ORAL COMM UNICATION OR INTERPERSONAL COMMUNI CATION y N 47.00 -
MD240 M EDICAL PROCEDURES II N N 47.00 - -
MD243 PHELBOTOMY HEMATOLOGY N N 47.00 

MD244 BASIC PHARMACOLOGY N N 47.00 

FINAL ROW• If program requires more than 2S Imes for course information, please use Program with >25 courses template 

Page 5 of 14 

30 labatory hrs 45 practicum hrs 

If credits are award ed Jess than represented in the Tot.al Credits Awarded co/urn~, 

insert in the Adjusted Credits Aworded and the Toto/ Crrdits Awarded will reflect 

the adjustment 

70S.OO 68.10 1.20 - 69.30 

ACADEMIC CREDIT HOURS 

Clock 
Contact lnll!rn Total Credits Adjusted 
Hours Lecture Lab Extern Awarded Credits Awa_rded 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 
47 •. 00 4.70 - - 4.7 

47,00 4.70 - - 4.7 

47,00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 
47.00 4.70 - - 4.7 

47,00 4.70 - - 4.7 

47,00 4.70 - - 4.7 

47,00 4.70 - - 4,7 



• 
Accrediting Council for Independent Colleges and Schools 

ACADEMIC CREDIT ANALYSIS 

Rev. Sep, 2011 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Active Worksheet" is selected/ click OK. See INSTRUCTIONS worksheet for detailed instructions. 

ln5t ID: 00010484 I 00010868 I lnstlt ut1on Name:IWest Virginia Business College Wheeling and Nutter Fort Campuses 
Progr.am 

Name: Computer Applications Accounting Diploma Program I Progr~m Lengtt, (wksJ:I 36.00 

Clock Adjust the school's credit hour conversion ratio if different from minimum5 below 

Identify the institution's unit of credit [SELECT ONEJ )( Quarter 10 lecture hrs 20 labatory hrs 30 pract icum hrs ---~------+---------+----+----'-----+-----+'------
Semeste r 15 lecture hrs 

"DE= Distance Education 

TOTALS 516 .00 48.00 -

CONTACT HOURS 

Practicum 
Course Gen Ed 'DE Internship 

Number Course Titles (YIH) (Y/N) lecture Lab Externshlp 

~ClOl PRINCIPLES OF ACCOlJNTI NG I N N 47.00 - -
AC202 PRINCIPLES OF ACCOUNTING II N N 47.00 - -
/\C203 PRINCIPLES OFACCOUNTING Ill N N 47.00 - -
DPll S INTRODUCTION TO WORD AND WINDOWS N N 35.00 12.00 -
DP216 EXCEL N N 35.00 12.00 -
DP217 POWERPOINT AND WEB PAGE DESIGN N N 35.00 12,00 -

DP218 COMPUTER PAYROLL ACCOUNTING N N 47.00 - -
DP219. ACCESS N N 35.00 12.00 -
suio1 JOB SEARCH TECHNIQUES N N 47.00 - -
K5Sl2.0 THEORY OF MATHEMATICS y N 47.00 - -
GS123 LITERATURE COMPOSITION y N 47.00 - -
K,S122-124 ORAL COMMUNICATION OR INTERPERSONAL COMMUNICATION y N 47.00 -

FINAL ROW - Ii program requires more than 25 lines for course information, please use Program ,·✓1th >25 cour;es template 

Page 6 of 14 

30 labatory hrs 45 p'racticum hr5 

If credit s ar<> awarded less th an represented in the Total Credits Awarded caiumn , 

insert in the Adjusted Credits Awarded and the Total Credits Awarded will rej!ecr 

the adjustment. 

564.00 Sl .60 2.40 - 54.00 

ACADEMIC CREDIT HOURS 

Clock 
Conlact Intern To'lal Credits Adfusted 
Hours l ecture Lab Extern Awarded Credits Awarded 

47,00 4.70 - 0 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47.00 3.50 0.60 4.1 

47.00 3.50 0.60 - 4.1 

47.00 4.70 - - 4.7 
47,00 3..50 0.60 - 4.1 
47,()() 4.70 - - 4,7 

47.00 4,70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 



• 
Accrediting Council for Independent Colleges and Schools 

ACADEMIC CREDIT ANALYSIS 

Rev. Sep, 2011 

To pr int any worksheet open the workshe et/ go to FILE/ PRINT/ and make su re "Active Worksheet" is se lected/ click OK. See INSTRUCTIONS work .sheet for detailed instructions. 

ln5t ID: 000 10484 I 00010868 
Progr.am 

Name: Computer Applications Secreta ry Dip loma Program 

I lnstltut1on Name:IWest Virginia Business College Whee ling and Nutter Fort Campuses 

I Program Lengtt, (wksJJ 36.00 

Clock Adjust the school's credit hour conversion ratio if differe11t from minimum5 below 

Ident ify the insti tut ion's un it of credit [SELECT ONEJ )( Quarter 10 lecture hrs 20 laba to ry hrs 30 practicum hrs -- - ~----- -+---- --- --+------ --'-- ---+--- --+'--- -- -
Semester 15 lectur e hrs 

"DE = Distance Education 

TOTALS 516.00 48 .00 -

CONTACT HOU RS 

Practicum 
Course Gen Ed 'DE Internship 
Number Course Tit les (YIH) (Y/N) lecture Lab Externship 

~C151 l<EYBOAR,DING N N 35.00 12.00 -
isC254 ADMINISTRATIVE OFFICE PROCEDURE N N 47.00 - -
/IClOl PRINCIPLES OFAGCOUNTING I N N 47.00 - -
DP115 INTRODUCTION TO WORD AND WINDOWS N N 35.00 12.00 -
DP216 EXCEL N N 35.00 12.00 -
DP217 POWERPOINT AND WEB PAGE DESIGN N N 47.00 - -

DP218 COMPUTER PAYROLL ACCOUNTING N N 47.00 - -
DP219. ACCESS N N 35.00 12.00 -
BU107 JOB SEARCH TECHNIQUES N N 47.00 - -
K,512,0 THEORY OF MATHEMATICS y N 47.00 - -
GS123 LITERATURE COMPOSITION y N 47.00 - -
K;S122-124 ORAL COMMUNICATION OR INTERPERSONAL COMMUNICATION y N 47.00 -

FINAL ROW - Ii program requires more than 25 lines for course information, please use Program ,·✓1th >25 cour;es template 

Page 7 of 14 

30 laba to ry hrs 45 p'racticum hrs 

If credits are awarded less than represented in the Total Credits Awarded column, 

insert in the Adjusted Credits Awarded and the Total Credits Awarded will rej!ecr 

the adjustment. 

564 .00 S1.60 2.40 - 54 .00 

ACADEM IC CREDIT HOURS 

Clock 
Conlact Intern To'tal Credits Adfusted 
Hours l ecture Lab Extern Awarded Credits Awarded 

47,00 3,50 0.60 ' 4.1 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47.0Q 3.50 0.60 4.1 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47,00 3.50 0.60 - 4.1 

41.00 4"70 - - 4,7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 



• 
Accrediting Council for Independent Colleges and Schools 

ACADEMIC CREDIT ANALYSIS 

Rev. Sep, 2011 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Act ive Worksheet" is selected/ click 01(. See INSTRUCTIONS worksheet for detailed instructions. 

Inst ID: 00010484 I 00010868 
Program 

Name: Computer Support Specialist 

Identify the institution's unit of credit [SELECT ONE} 

Course 
Number Course Titles 
SClSl KEYBOARDING 

JT205 NETWORK CONCEPTS 

11\ClOl PRINCIPLES OFACCOUNTING I 

IT206 WIRELESS LOCAL AREA NETWORKS 

BU105 BUSINESS MANAGEMENT 

BU106 BUSINESS lAW 

BU107 JOB SEARCH TECHNIQUES 

ITl Ol WINDOWS OS ADMINSTRATION I TROUBLE SHOOTING 

ITI.07 NETWORKING WITH TCP/IP 

11102 MS APPLICATIONS CERTIFICATION PREPARATION 

IT202 123 A+ HARDWARE SOFTWARE AND NETWORKING 

IT203 HELP DESK CONCEPTS 

OPUS INTRODUCTION TO WORD WINDOWS 

DP216 EXCEL 

DPil7 POWER POINT AND WEB PAGE DESIGN 

JT204 COMPUTER APPLICATIONSSUPPORT 

DP219 ACCESS 

K3S120 THEORY OF MATHEMATICS 

GS121 PSYCHOLOGY 

IT208 INTRODUCTION TO NETWORK SECURITY 

'3S123 LITERATURE COMPOSITION 

~S124 INTERPERSONAL COMMUNICATION 

IT209 INTRO TO ROUTING/SWITCHING 

1n10 LINUX SYSTEM ADMINISTRATION 

I 

}( 

Insti tution Name:IWest Virginia Business College Wheeling and Nutte r Fort Campuses 

I Program Length lwl<s):I 72.00 

Clock Adjust the school's credit hour conversion ratio if different from minimums below 

Quarter 10 lecture hrs 

Semester 15 lecture hrs 

"DE= Distance Education 

20 la batorv hrs 30 pract icum hrs 

30 la batory hrs 45 practicum hrs 

If credits are awarded less than represented in the Total Credits Awarded colvmn, 

insert in the Adjvsted Credits Awarded and the Total Credits Awarded will reflect 

the adjustment. 

TOTALS 9:13.00 168 .00 1,081 ,00 91.30 8.40 ~ 99.70 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum 
Gen Ed •oe Internship Clock Contact Intern Total Credits Adjusted 
(Y/N) (Y/N) Lecture Lab Externship Hours Lecture Lab Extern Awarded Credits Awarded 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 17.SO 6.00 2.3.50 1.75 0.30 - 2.1 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 17.SO 6.00 23.50 1.75 0.30 - 2.1 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.0b 4.70 - - 4.7 

N N 47.00 - - 47.00 4.70 r - 4.7 

N N 35.00 12.00 47.00 3.50 0.60 - 4.1 

N N 35.00 12.00 47.00 3.50 0-60 - 4.1 

N N 35.00 12.00 47.00 3.50 0.60 - 4.1 

N N 35.00 12.00 - 47.00 3.50 d.60 - 4.1 

N N 35.00 12.00 47.00 3.50 0.60 - 4.1 

N N 35.00 12..00 - 47.00 3.50 0.60 - 4.1 

N N 35,00 l.2.00 47.00 350 0.60 - 4.1 

N N 35.00 1.2.00 47.00 3.50 0.60 - 4-.1 

N N 35.00 12.00 47.00 3.50 0.60 - 4.1 

N N 35.00 1200 47.00 3.50 0.60 - 4.1 

N N 47.00 - 47.00 4.70 - - 4.7 
y N 47.00 - - 47.00 4.70 - - 4.7 
y N 35.00 U.00 47.00 3.50 0.60 - 4.1 

N N 47.00 - - 47.00 4.70 - - 4.7 
y N 47.00 - 47.00 4.70 - - 4.7 

y N 35.00 12..00 - 47,00 350 0.60 - 4.1 
y N 35.00 12.00 47.00 3.50 0.60 - 4.1 

FINAL ROW· II program requires more than 25 lines for course information. please use Program with >?5 courses template. 

Page 8 of 13 



• 
Accrediting Council for Independent Colleges and Schools 

ACADEMIC CREDIT ANALYSIS 

Rev. Sep, 2011 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Act ive Worksheet" is selected/ click 0 1(. See INSTRUCTIONS worksheet for detailed instructions. 

Inst ID: 00010484 
Progi-nm 

Name: Surgical Technology 

Identif y the inst i tut lon' s unit of credit [SELECT ONE) 

Program offered at the Wheeling Maio Campus Only 

Course 
Number Course Titles 
MD135 MfDICAL TERMINOLOGY I 

MD137 ANATOMY ANO PHYSIOLOGY I 

MD347 SURGICAL TECHNOLOGY Ill 

MD236 MfDICAL TERMINOLOGY II 

MD238 ANATOMY ANO PHYSIOLOGY II 

MD239 MfOICAL PROCEDURES I 

MD240 MEDICAL PROCEDURES II 

MD241 Cl! NCIAL SKILLS I 

MD242 CLINICAL SKILLS II 

MD144 INTRODUCTION TO SURGICAL TECHNOLOGY 

MD244 BASIC PHARMACOLOGY 

MD2Sl OPERATING ROOM TECHNIQUES I 

MD252 OPERATING ROOM TECHNIQUES II 

DP115 INTRODUCTION TO WORD WINDOWS 

DP216 EXCEL 

BU107 JOB SEARCH TECHNIQUES 

MD800 OPERATING ROOM INTERNSHIP 

G5120 THEORY OF MATHEMATICS 

GS121 PSYCHOLOGY 

GSt23 LITERATURE COMPOSITION 

~ 5122-124 ORAL COMMU NICATION OR INTERPERSONNEL COMMUNTICATION 

MDlSO MICROBIOLOGY 

MD245 SURGICAL TECHNOLOGY I 

MD246 SURGICAL TECHNOLOGY ll 

I 

}( 

lnsticution Name:IWest Virgin ia Business College - Wheel fng Main Campu s 

I Pro gram Leng!h lwl<s):I 72 .00 

Clock Adjust the school's credit hour conversion ratio if different from minimums below 

Quarter 10 lecture hrs 

Semester 15 lecture hrs 

"DE= Distance Educat ion 

20 la bator y hrs 30 practicum hrs 

30 lab;;t ory hrs 45 practicum hrs 

If credits are awarded less than represented in the Total Credits Awarded colvmn , 

insert in the Adjusted Credits Awarded and the Tota l [redits Awarded will reflect 

the adj ustment. 

TOTALS 1,043 .00 48 .00 84 .00 1,175.00 104.30 2 .40 2,80 109.SO 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum 
Gen Ed •oe Internship Clock Contact Intern T olill Credits Adjusl»d 
(Y/N) (Y/N) Lecture Lab Externship Hours Lectute Lab Extem Awarded Credits Awarded 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.00 4.70 - - 4.7 
N N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.0iJ 4.70 - - 4.7 

N N 47.00 - - 47.00 4,70 r - 4.7 

N N 47,00 - 47.00 4.70 . - 4.7 

N N 47,00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 35.00 12.00 47.00 3.50 0.60 - 4.1 

N N 35.00 12.00 47.00 3.50 0.60 - 4 .1 

N N 35.00 u.oo 47.00 3.50 0.60 - 4.1 

N N 35.00 .12.00 47.00 35 0 0,.60 - 4.1 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 10.00 - 84.00 94.00 1.00 - 2.80 3.8 
y N 47,00 - 47.00 4.70 - - 4.7 
y N 47.00 - 47.00 4.70 - - 4.7 
y N 47.00 - - 47.00 4.70 - - 4.7 
y N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - - 47.00 4.70 . - 4.7 

N N 47.00 - 4.7.00 4.70 - - 4.7 

FINAL ROW - If program requires more than 25 lines for course information. please use Program with >?5 caurses template. 

Page 9 of 13 



+ 
Accrediting Counci] for Independe nt Colleges and Schools 

ACADEMIC CREDIT ANALYSIS 

Rev . Sep. 2011 

To print any work sheet open the worksheet/ .go to FILE/ PRINT/ and make. sure "Active Worksheet" is selected/ click OK. See INSTRUCTIONS worksheet for deta il ed instr uctions. 

Inst ID: 00010484 
Progrnm 

I lnstirution Name:IWest Virginia Business College - Wheeling and Nutter Fort Campuses 

Name: Nurse Assistant I Patient Care Aid 

~ 

Clock -Identif y the instit ution's unit of credit [SELECT ONE) X Quarter 10 lecture hrs 

Semester 15 lecture hrs 

Wheeling Main Campus Program List •oE = Distance Education 

TOTALS 1,116.00 12.00 

CONTACT HOURS 

Practicum 
Course Gen Ed •oe Internship 
Number Course ntles (YIM) (YIN) Lecture Lab Exlernship 

MD135 MEDICAL TERMINOLOGY I N N 47.00 -
MD137 ANATOMY AND PHYSIOLOGY I N N 47.00 -
MD147 INSURANCE BILLING AND CODING N N 47.00 -
MD236 MEDlcAL TERMINOLOGY II N N 47.00 -
MD238 ANATOMY AND PHYSIOLOGY II N N 47.00 . 

MD239 MEDICAL PROCEDURES I N N 47.00 - -
MD240 MEDICAL PROCEDURES 11 N N 47 00 - -

MD243 PHELBOTOMY AND HEMATOLOGY N N 47.00 . . 
MD244 BASIC PHARMACOLOGY N N 47.00 -
sc1s1 KEYBOARDING N N 47.00 

MD248 NURSING ASSISTANT II N N 47.00 -

.DP115 INTRODUCTION TO WORD WINDOWS N N 3S.00 12.00 

MD120 PATIENT CARE TECHNIQUES I N N 47.00 

BU107 JOB SEARCH TECHNIQUES N N 47.00 -
MD121 PATIENT CARE TECHNIQUES II N N 47J)O . -
GS120 THEORY OF MATHEMATICS y N 4?.00 -
'-35121 PSYCHOLOGY y N 47.00 -
GS123 LITERATURE COMPOSITION y N 47.00 -
GS122-124 ORAL COMMUNICATION OR INTERPERSONAL COMMUNTICATION V N 47.00 -
(,5126 ETHICS y N 47.00 -
~Sl25 HOSPICE, ALZHEIMER'S AND DEMENTIA y N 47.00 . 
MD-148 PHYSICAL THERAPY· MASSAGE THERAPY N N 47_00 -
MD248 LONGTERM CARE N N 47.00 . 
MD247 NURSING ASSISTANT N N 47.00 

FINAL ROW If program reqwres more than 25 lines for course ,ntorn,ation, please use Progtum \tnth ;•)5 CO'.J"::.Cs temp late . 

I Program Length (wks):I 72.00 

20 labatory hrs 30 practicum hrs 

30 labatory hrs 45 practicum hrs 

If credits are awarded less than represented in the Total Credits Awarded co/11mn, 
insert In the Adj11sted Credits Awarded and the Total Credits Awarded will reflect 
the adj 11stmen t. 

1,U8.00 111,60 0.60 ~ 112 .. 20 

ACADEMIC CREDIT HOURS 

Clock Contact ln~rn Totill Credits Adjullllld 
Hours Lecture Lab Extern Awarded Credits A warded 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - u 
47.00 4,70 , - 4.7 

47.00 4.70 . - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - . 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47.00 4.70 ~ - 4.7 

47.00 4.70 . - 4.7 

47.00 4.70 . - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 . - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47,00 4.70 - - 4.7 

47,00 4.70 . - 4-.7 

47.00 4.70 - - 4.7 



+ 
Accrediting Counci] for Indep ende nt Colleges and Schools 

ACADEMIC CREDIT ANALYSIS 

Rev . Sep. 2011 

To print any w orksheet open the w orksheet/ .go to FILE/ PRINT/ and make sure "Active Wor ksheet" is selected / click OK. See INSTRUCTIONS worksheet for deta il ed instructions . 

Inst ID: 00010 484 I 00010 868 I lnstiw tion Name:IWest Virginia Business College Wheeling and Nutt er Fort Campuses 
Progrnm 

Name: Office Administration Paralegal Specialized Associates Degree Prog-ram I Program Length (wks):I 72.0 0 

~ 

Clock Adj ust t he scho o l's credit hour con version ratio if different from minim um s below ---Identify the instit uti on's unit of credit [SELECT ONE) X Quarter 10 l.ect ure hrs 

Semeste r 15 lect ure hrs 

•of = Distan ce Education 

TOTALS 1,080.00 48.00 

CONTACT HOURS 

Practicum 
Course Gen Ed •oe Internship 
Number Course Titles (YIM) (YIN) Lecture Lab Exlernship 

LG126 LEGAL TERMlNOLOGY N N 47.00 -
LG227 CIVIL PROCEDURES N N 47.00 -
.LG228 LEGAL ANALYSIS AND WRITING N N 47.00 -
LG230 CORPORATIONS AND PARTNERSHIPS N N 47.00 -
LG231 CRIMINAL LAW AND PROCEDURES N N 47.00 -
BUllS REAL ESTATE OWNERSHIP N N 47.00 - -
K;S126 ETHICS y N 47 00 . -

LG232 BANKRUPTCY lAW N N 47.00 -
LG233 PROBATE AND ESTATE PLANNING N N 47.00 -
LG234 FAMILY LAW N N 47.00 -
LG235 IMMIGRATION LAW N N 47.00 -

LG236 TORTS ANO PERSONAL INJURY N N 47.00 -
~CiSl KEYBOARDING N N 35.00 12.00 

~C254 ADMINISTRATIVE OFFICE PROCEDURE ANO TRANSCRIPTION N N 47.00 . 

~ClOi PRINCIPLES OF ACCOUNTING I N N 47.00 . -
BU106 BUSINESS LAW N N 4?.00 -
BU107 JOB SEARCH TECHNIQUES N N 47.00 -
OPUS INTRODUCTION TO WORD AND WINDOWS N N 35.00 12.00 

DP216 EXCEL N N 35.00 12.00 

DP217 POWERPOINTAND WEB PAGE DESIGN N N 35.00 12.00 

K,s120 THEORY OF MATHEMATICS y N 47.00 -
'35121 PSYCHOLOGY y N 47.00 -
K;S123 LITERATURE COM POSITION y N 47.00 -
KiS122°124 ORAL COMMUNICATION OR INTERPERSONAL COMMUNICATION y Ill 47.00 

FINAL ROW 1f program reqmres more than 25 Imes tor course information, please use Progtum \tllth ;•)5 CO'.J":,CS template. 

Page 12 of 14 

20 labatorv hrs 30 prac t icum hrs 

30 labatory hrs 45 practicum hrs 

If credits are awarded less than represented in the Total Credits Awarded column, 

insert In the Adjusted Credits Awarded and the Total Credits Awarded will reflect 

the adjustment. 

1,U 8 .00 108 ,00 2.40 ~ 110.40 

ACADEM IC CREDIT HOURS 

Clock Contact lnb!rn T olill Credits Adjullllld 
Hours Lecture Lab Extern AWilrded Credits A warded 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - , 4.7 

47.00 4.70 - - u 
47.00 4,70 , - 4.7 

47.00 4.70 . - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4 .1 

47.00 4.70 . - 4.7 

47.00 4.70 . - 4-.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47.00 3.50 0.60 - 4.1 

47.00 3.50 D.60 - 4.1 

47.00 4.70 - - 4.7 

47.00 4.70 . . 4.7 

47.00 4.70 . - 4.7 

47.00 4.70 - - 4.7 



Accrediting Council for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Rev. Sep, 2011 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Active Worksheet" is se lected/ click 01(. See INSTRUCTIONS worksheet for detailed instructions. 

Inst ID: 00010484 I 00010868 I lnstirut ion Name:IWest Virgin ia Business College Wheeling and Nutter Fort Campuses 
Progrnm 

Name: Business Administration Computer Applkations Accounting Specialized Associates Degree Program I Program Length (wks):I 72.00 

Clock Adjust the school's credit hour conversion ratio if different from minimums below 

Identify the institutlon's unit of credit [SELECT ONE} X Quarter 10 lecture hrs 

Semester 15 lecture hrs 

"'DE= Distance Education 

TOTALS 1,080.00 48.00 

CONTACT HOURS 

Practicum 
Course Gen Ed •DE lnlernsllip 
Number Course Titles (Y/N) (Y/N) Lecture Lab Externship 

BUlOS BUSINESS MANAGEMENT N N 47.00 -
BU106 BUSINESS LAW N N 47,00 -
BU107 JOBSEARCH TECHNIQUES N N 47.00 -

BU108 ADVERTISING N N 47.00 - -
BU109 MONEY AND BANKING N N 47.00 -
BUllO BUSINESS CORRESPONDENCE N N 47.00 -
BUlll MARKETING N N 47.00 -
BU112 PUBLIC RELATIONS N N 47,00 -
BU113 PERSONNEL MANAGEMENT N N 47.00 -
BU114 ECONOMICS N N 47,00 -
DPllS INTRODUCTION TO WORD AND WINDOWS N N 35.00 12.00 

DP216 EXCEL N N 35.00 12.00 

DP217 POWER POINT AND WEB PAGE DESIGN N N 35.00 12.00 

DP218 COMPUTER PAYROLL ACCOUNTING N N 47.00 -
DP219 ACCESS N Ill 35.00 12.00 -
AClOl PRINCIPLES OF ACCOUNTING I N N 47.00 -
11c202 PRINCIPLES Of ACCOUNTING II N N 47.00 . 

~C203 PRINCIPLES OF ACCOUNTING Ill N N 47.00 - -

AC2.04 MANAGERIAL ACCOUNTING AND DECISION MAKING N N 47.00 . 

GS120 THEORY OF MATHEMATICS y N 47.00 . -
'3Sl2l PSYCHOLOGY y N 47.00 . 

!3S122 ORAL COMMUNICATION y N 47.00 -
!3S123 LITERATURE COMPOSITION y N 47.00 . -
GS124 INTE.RPERSONAL COMMUNICATION y N 47.00 -

FINAL ROW· II program requires more than 25 lines for course information. please use Program with >25 courses template. 

Page 12 of 13 

20 la batory hrs 30 practicum hrs 

30 la batory hrs 4S practicum hrs 

If credits are awarded less than represented in the Total Credits Awarded colvmn, 

insert in the Adjusted Credits Awarded and the Total Credits Awarded will reflect 

Che adju stment. 

1,128.00 108 .00 2 .40 ~ 110.40 

ACADEMIC CREDIT HOURS 

Clock Contact Intern Total Credits Adjusted 
Hours Lectute Lab Extem Awarded Credits Awarded 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 " - 4.7 

47.00 4.70 - - 4.7 

47.0b 4,70 - - 4.7 

47.00 4.70 r - 4.7 

47.00 4.70 . - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47.00 3.50 0.60 - 4.1 

47.00 3.50 0.60 - 4.1 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 . - 4.7 

47.00 4.70 . - 4.7 

47.00 4.70 - - 4.7 



Accrediting Counci] for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Rev . Sep. 2011 

To print any worksheet open the worksheet/ .go to FILE/ PRINT/ and make sure "Active Worksheet" is selected/ click OK. See INSTRUCTIONS worksheet for detai led instructions. 

Inst ID: 00010484 I 000 10868 I Institutio n Name:IWest Virginia Business College Wheeling and Nutter Fort Campuses 
Progrnm 

Name: Business Administration Computer Applications Sec-retary Specialized Associates Degree Program I Program Length (wks):I 72.00 

-
Clock Adjust the school's credit hour conversion ratio if different from minimums below 

f-----

Identify the instit ution's unit of credit [SELECT ONE) X Quarter 10 lecture hrs 

Semester 15 lecture hrs 

•oE = Distance Education 

TOTALS 1,068.00 60.00 

CONTACT HOURS 

Practicum 
Course Gen Ed •oe Internship 
Number Course ntles (YIM) (YIN) Lecture Lab Exlernship 

BU105 BUSINESS MANAGEMEN T N N 47.00 -
.BU106 BUSINESS LAW N N 47.00 -
BU107 JOB5EARCH TECHNIQUES N N 47 .00 -
'BU108 ADVERTISING N N 47.00 -
BU109 MONEY AND BANKING N N 47.00 -
BUUO BUSINESS CORRESPONDENCE II/ N 47.00 - -
BU111 MARKETING N N 47 00 . -

BU112 PUBLIC RELATIONS N N 47 .00 -
BUlB PERSONNEL MANAGEMENT N N 47.00 -
.BUU4 ECONOMICS N N 47.00 . 

.DPllS INTRODUCTION TO WORD AND WIN DOWS N N 35 .. 00 12.00 ' 
DP216 EXCEL N N 35.00 12.00 

DP217 POWER POINT AND WEB PAGE DESIGN N N 35.00 1200 

DP218 COMPUTER PAYROLL ACCOUNTING N N 47.00 . 

DP2l9 ACCESS N N 3S.OO 12.00 -
if\ClOl PRINCIPLES OF ACCOUNTING I N N 47.00 -
iP.C202 PRINCIPLES OF ACCOUNTING II N N 47 .00 -
$C1S1 KEYBOARDING N N 35.00 12.00 

SC254 ADMINISTRATIVE OFFICE PROCEDURES AND TRAN.SCRIPTION N N 47.00 -
(,5120 THEORY OF MATHEMATICS ¥ N 47.00 -
'-'5121 PSYCHOLOGY y N 47.00 . 
GS122 ORAL COMMUN ICATION y N 47.00 -
!3S123 LITERATURE COMPOSITION y N 47.00 -
13S124 INTERPERSONAL COMMUNICATION y N 47.00 - -

flNALROW 1f program reqwres more than 25 lines for course ,ntorn,ation. please use Program \tnth -..._?5 CO'.J"5CS temp late . 

Page 13 of 13 

20 labatory hrs 30 practicum hrs 

30 labatory hrs 45 practicum hrs 

If credits are awarded less than represented in the Total Credits Awarded column , 

insert In the Adjusted Credit s Awarded and the Total Credits Awarded will reflect 

the adjustment. 

1,US .00 106.80 3.00 ~ 109.80 

ACADEMIC CREDIT HOURS 

Clock Contact lnb!rn Totill Credits Adjullllld 
Hours Lecture Lab Extern Awarded Credits A warded 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 ; - 4.7 

47.00 4.70 - - 4.7 

47.00 4 .70 - - u 
47.00 4 ,70 ' - 4.7 

47.00 4.70 . - 4.7 

47.00 4.70 - - 4.7 

47.00 4 .70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47.00 3.50 0.60 - 4 .1 

47.00 3.50 0.60 - 4.1 

47.00 4 .70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47.00 4.70 - - 4 .7 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47.00 4.70 - , - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4 .7 

47.00 4 .70 - . 4.7 

47.00 4.70 . - 4.7 

47 .00 4.70 - - 4.7 



FACULTY and ADMINISTRATIVE STAFF SUMMARY FORM 
Submit this form with the Update Report (revised prior to the visit) and teaching schedules in effect at the time of the visit. List all persons (teaching faculty and 
administrative staff). Refer to the legends for identifying other duties assigned faculty and administrative staff duties and "Credential Level". The first line is provided 
as a SAMPLE. 

Duties Credential Level 

AD = Administrative C == Certificate 

Institution Name West Virginia Business College RA= Recruitment I Admissions D = Diploma 

City, State Whee lin~ WV 26003 FA= Financial Aid OA = Occupational Associate 
ID 010861 -00 SS = Student Services AA =Academic Associate 

OT= Other B = Bachelor 

M = Master 

S11/ect One Select One 

(F) Faculty or Faculty- Non-fac ulty 
(AD)Admin Faculty - Course(s) Teaching Cred. Teaching Load Duties or 

Name Last First Middle Staff Date of Hire FT or PT De ree - Institution - Ma·or/M inor Ad min Staff- Position Held Level A M E Admin Duties 

Magers, Julie R AD 01-01-2016 FT JD -WVU College of Law Director JD AD 

Hall, Mackenzie AD 07-01-2016 FT currently enrolled - WVBC Administrative Assistant AD 
Pincombe, John AD 07-01-2016 PT currently enrolled - WVBC Evening Receptionist AD 

Nabb,Lori AD 03-17-2014 FT MSIT - Belmont College FARA AA FA 

Isler, Jarrett AD 09-01-2016 FT MA - WVU - Socia l Work Admissions Representative M RA 
F 07-01-2013 PT BS - OHU - Heath Serv Adm General Studies/IC B 1 N/A 

Cert. - Belmont - Data Proc Adm in/lT 1 2 1 

MB - Belmont - MicroComp 

F 04-05-1990 FT JD - ONU College of Law Legal Dept Head/ Instruction JD 1 3 ss 
F 04-04-2016 PT AA - WVNCC - Med Assist PCTI AA 1 

Cert • WVNCC - Phlebotomy Phlebotomy 1 

Cert- WVNCC - IBS IBS 1 

F 12-26-2006 PT JD - U of Baltimore Legal Studies JD 2 

F 12-29-2000 PT BA • west Liberty • Regents General Studies B 1 1 
Business Studies 3 1 

F 12-30-2013 PT D · DTC - Surgica l Tech Surgical Technology D 2 3 

F 03-06-2016 PT BS - Jesuit College - Psy Psy/General Med Studies B 1 1 

Rev.August, 2009 Page 1 of 2 ACICS Faculty and Administrative Summary Form 



FACULTY and ADMINISTRATIVE STAFF SUMMARY FORM 
Submit this form with the Update Report (revised prior to the visit) and teaching schedules in effect at the time of the visit. List all persons (teaching faculty and 
administrative staff). Refer to the legends for identifying other duties assigned faculty and administrative staff duties and "Credential Level". The first line is provided 
as a SAMPLE. 

Institution Name West Virginia Business College 
City, State .Wheeling , WV 26003 

ID . 010861-00 

Select One Select One 

(F) Faculty or 
(AD)A drnin 

Name Last. First. Middle) Staff Date of Hire FT or PT 
F 04-11-2013 PT 

F 11-09-2015 PT 

F 02-16-2015 PT 

Rev.August 2009 

Deciree - Institution - Maior/Minor 
RN - DHSON - Reg Nurse 

OA - L VC - PC and NT 

BS - Fairmont State - Clim J 

Page 2 of 2 

Duties 

AD = Adm1nistrative 

RA= Recruitment / Admissions 

FA= Financial Aid 

SS = Student Services 

OT= Other 

Faculty - Course{s) Teaching 
Admln Staff- Position Held 
Medical Department Head 

IT Department Head 

Bus. Dept. Head/Instruction 

Cred. 
Level 
D 

OA 

B 

Credential Level 

C = Certificate 

D = Diploma 
OA = Occupational Associate 

M = Academic Associate 

B = Bachelor 

M ·=-Master 

Faculty- Non-faculty 
Teaching Load Duties or 

A M E Admin Duties 
2. 3 

4 2 OT 

1 

ACICS Faculty and Administrative Summary Form 
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' I ACICS Application for Accreditation -PART 11 

Explanation of Self-Study Planning Process 

The West Virginia Business College Self Study Narrative has been a complete and comprehensive evaluative process of 
institution;;! policies and procedures on balance with current ACICS Criteria. This thorough course of action has provided 
the opportunity to examine both institutional and campus specific improvement plans for West Virginia Business 
College. Our entire staff and faculty have participated in and learned from this proce.ss; all at varying progress points of 
completion. 

t. The Organizational Plan - The operative plan of action concerning our self-study submission to 
ACICS has been created and monitored by - General Manager of West Virginia 
Business College. published the timeline of completion , delegation of duties regarding 
staff and faculty; paying particular attention into the strengths and weaknesses as well as Interests 
of the personnel invo lved, and finalized the submission to ACICS by securing forms and applications 
needed.- also served as the centra l depository for all documents uploaded through the 
ACICS portals fot both the Wheeling Main and Nutter Fort Branch campuses. 

11. The Supervisory Committee - The oversight committee creatin the Nutt er Fort Branch Campus 
self-study narrat ive consists of the Director of the CoHege, . He is responsible for 
the narrative generally . Assistance in writing and editing the se stu y was provided by the General 

Manager, All departments offer ed narrative sections and edits in concert with. 
-efforts. 

Ill. The Preparation ;3nd Participants 

The General Manager, Director of the College, the financial Aid Admin istrator, Career Service 
Officers, Department Chairs, and Instructors from each of our four academic departments, have all 
contributed to this self-study narrative. The following Nutter Fort Campus administrative and 
faculty individuals have contr ibuted to the preparation and completion of the self-study narrative 
submission: 

Cnreer Services Officer 
Business De t. Head 

IT De t. Head 

750 .-irst Street, 1'1~, Suite 9B0 Washin9tol), o::: ~000•-1.2 '·3 , , -202.336.6780 , - •o~ .B4i. ' 593 ,w,w.acic s .org 
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ACICS Application for Accreditation- PART 11 

Future Plans for the Institution 

West Virginia Business College is committed to the long range planning, overall success, and sustained growth of the 
Nutter Fort 13ranch Campus. The actual Business College has been in existence since 1881 and is the oldest private­
proprietary College in the State of West Virginia. The College, therefore, is synonymous with growth and development. 
From inception to present day, West Virginia Business College strives to provide the latest in technology and sound 
business and medical acumen to all who enroll. To that end, the College has undertaken severnl plans for the sustained 
future of the institution. 

F'ACULTY - STUDENT DEVELOPMENT 

West Virginia Business College is continually seeking top talent to teach classes offered within our programs. The 
College is in a constant state of advertising and interviewing in order to meet this goal. In addition,, the College is actively 
seeking to increase student enrollment and train more individuals for occupations ,vhich, we believe, will strengthen out· 
local economy and allow West Virginia l:3usiness College to play and integral part in that overall growth. In support of 
this, the Nutter Fort Branch Campus does recognize a decline in general population making overall growth a challenge. 
However, the immergence of technology occupations is recognized by the College. The College is therefore committed to 
the following: 

I. Requiring Admissions Representatives to visit high schools in the area and thus increase our visibility to high 
school graduates. West Virginia Business CoHege is committed to lowering the relative age of our student body. rn order 
to achieve that goal, we must address the high school market in our surrounding area much more aggressively. 

2. For visibility aud support of our Admissions Representatives we offer a wide range of marketable '·reminders" 
that .include WVBC bracelets, T-Shirts, Staff Polo Shirts, Rook Bags, Lanyards, Decals, and similar productions in an 
effort to focrease our visibility in our surrounding communities and overall presence in area high school settings. Many 
admissions style materials are synonymous between the Whecliilg Main Campus and the Nutter Fo11 Branch Campus. 

ASSOCIATIONS (Medical and Legal) 

West Virginia College is curren(ly seeking strategic partnerships with local companies, law firms, and hospitals to better 
educate our student population within the Central West Virginia geographic area. We arc currently seeking relationships 
with: 

I. Federal Rureau of Investigation - Criminal J11stice Jnformalion Services Complex 
2. Highland Hospital 
4. Several smaller, local legal firms as student the need arises. 
5. Salem 1.nternational University [existing articulation agrecmentJ 

PHYSICAL PLANT UPGRADES 

West Virginia Business College has recently renovated a new mock Patient Room complete with Patient bed, Hoyer Lift, 
Sink, and necessary items needed to facilitate care in a nursing facility, hospital, or home. Medical students are currently 
benefiting from this new setting. The College has also completed the renovation of our library and transformed it into our 
working Law Library for students, staff, as well as our surrounding community. Compete with intemet access, the Law 
Library is nne of the largest and most comprehensive in the Central West Virginia area. 

Plant upgrades include providing live stream access to our web page which will allow for all to see examples of our 
educational processes, our special programs, in-service possibilities, increased visibility and a more cutting edge feel to 
our c111Ticula. 

In addition we are in pursuit of ABA approval fm our Paralegal program. Only one of a handful of programs in the State 
of West Virginia, WVBC believes our program to rnnk among the best in the regioi1. Achieving ABA approval wouJd 
enhance that program even more. All legal students will be able to research via Westlaw Online services as well. 

750 First Street, NE, Suite 980 • Washington, DC 20001·4 223 • t - 202.336.6780 • f- io2.842 .2593 • www.acics.org 

ACCREDIT ING COUNC IL FOR INDEP END ENT COLLEGES AND SCHOOL S 
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+ ACICS Application for Accreditation- PART 11 

Future Plans for the Institution 

Finally, WVBC, as mentioned earlier, is located in the historic former Roosevelt Wilson High Schoo! located in Nulter 
Fort, WV. The College is working with the owner of this leased premise to upgrade the physical facility, including new 
restrooms , more energy-efficient windows, and new carpefipaint/dccor items. This will make the campus more attractive 
to prospective students and more comfortable to existing students. While these items constitute an improvement to the 
overall educational process, the College is current conducting a search of a new facility for the Nutter Fort Bnmch 
Campus. We believe that the purchase, renovation, and ultimate use a new facility will permit expansion in both student 
enrollment and in the development of our programs; current and developing. 

750 first Street, NE, Suite 980 •Washington, DC , 0002- 11223 • t - 202.336.6780 • f - 202.8112. 2593 •WWW.acics.org 

ACCREDIT IN G COUNC IL FOR INDEPENDENT COLLEGES AND SCHOOLS 



ACICS Application for Accreditation - PART 11 

Self- Study Narrative Revised: May 1 1 2013 

All supporting documentation and exhibits referenced in this Self-Study Narrative must be maintained at the campus location for 
review by the ace red itat ion vi sit team - Do not submit your supporting documentation with this application. 

INSTITUTIONAL PROFILE 

INSTITUTIONAL rN-FORMATLON 

Name: West Virginia Business College 

Address: 116 Pennsylvania Ave. Nutter Fort, WV 26301 

ACICS TD Code: 

Campus Classification: Main 0 Additional Location ~ 

If an additional location, please provide the following infonnation ; 

Main Campus Name: 

Main Campus Address 

Main Campus ID Code: 

History of accreditation with ACICS and with other agencies: 

West Virginia Business College 

1052 .Main St. Wheeling , WV 26003 

West Virginia Business College has been accredited under current ov,,nership since 1989. Institutionally , West Virginia 
Business College is a member of the ACICS Ccntuiy Club and has been accredited by ACICS since 1912. 

Brief history of the institution : 

West Virginia Business was establis hed in 1881 in Clarksburg, WV. Its originaJ name was Elliot Commercial College 
after its first owner and President. The college's primaiy focus was Railroad Operation since it was the primary industry 
at the time. In I 911, the College changed its name to West Virginia Business College and also changed its focus of 
study to support small , one ov,mer businesses. From 1881 to 1989, West Virginia Business College remained in the 
Clarksburg area continuing to adapt to the ever changing econ omi c condi tions focusing on the basic fundamentals of 
business. Classes focused primarily on Small Business Management and Secretarial Sciences. In 1972, West Virginia 
Business College was cred entialed to offer Associates Degrees along with Diplomas. 111e fields of study grew to 
includ e Medical Assisting, Computer Sciences and Paralegal Studies. In 1989, a branch camp us was added in Wheeling, 
WV. TI1e demand in Wheeling was so great and as the campus grew at a rap id rate , the Board of Directors decided to 
deem Wheeling as the main campus and Clarksburg as the branch. The Clarksburg campus m oved to Nutter Fort WV, a 
suburb of Clarksburg , to occupy the historic Roosevelt Wilson High School. West Virginia Business College is the 
oldest private pro prietary college in WV spanning over 130 years. 

List of recent (past three years) complaints or adverse actions and current status: 

The Nutter Fort 0 WV campus had one complaint during Summer Quarter 2015. TI.1.is complaint was due to students 
being upset they had not received personal expense checks for the quarter whicb they felt they were entitled to. ln 
actuality funds had not been receive d to create a credit at that point. Tt is Colk-ge procedure , for any student signing a 
Voluntary Autorization fom1, to pa y the outstanding ba lance on their account first then additional funds are applied to 
their requested personal e:\.-pense checks . TI1is procedure is explained during the initial finanical aid meeting and upon 
signing tbe Voluntary Authorization £om, as well as being repeated at every Registration day presentation. 

List of contracts or agreements with other institutions or entities : (consortium agreements , articulation agreements , etc .) 

West Virginia Business College holds an articulation agreement with Salem International University. Generally_ the 
agreement provides for any West Virginia Business College graduate holding an associate degree status v,·ith a 2.50 
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CGPA : shall be accepted into Salem International University with full credit transfcrrability. This will permit a student 
to begin a Bacl1elor's degree pursuit at a discounted rate. 

List of international activities: 

West Virginia Business College holds no inten1ationa) activities. 

Description and scope of distance education activities: Hvbrid D F ullv Onlin e D 
None 

Participation in Federal Financial Aid Programs: Yes~ No □ 
JNSTIUTIONAL CHANGES 

Description of major changes since the last institutional review in the following areas: 

Management James Weir has been promoted to the position of General Manager in March of 2014 

Change of Ownership: No ownership changes since our last institutional review·. 

Program offerings: No major changes si.n.ce our last institutional review , 

Curriculum: No m~jor changes since our last instih1tional review 

Institutional delivery: No changes since our last institutional review. 

Other changes: No changes since our last institutional review. 

1. MISSION, OBJECTIVES, AND INSTITUTIONAL EFFECTIVENESS 
Eve1y educaLionaJ iJ1stitution should have a mission, which is its specific purpose for existing. The mjssion of the institution must b.c 
stated in tJ1c school's catalog and in oLhcr publ.ications readily avaiJablc to the public. The mission must be completely, clearly, and 
simply stated in terms readily understandable by a prospective student, parents, Lhe public. and other educational institutions. The 
mission should be devoted substantially to career-related education and should be reaso11ablc-for the program of instruction and 
facilities of the i.nstitution. Each institution should be capable or demonstrnting its educatfonal effectiveness through assessment and 
documcntMion of student outcomes. This assessment must include evidence that Lhe institution's annuaJ retention and placement 
rates are in keeping wiU1 its mission. The institution's tnission statement should be c011sistcnt with educational and employment 
outcomes of its studeuls. In responding to the questions below. please consult Sections 3-.1-IO0 through 3-l- .113 of the 
AccredUali on Crit eria. 

MISSION AND OBJECTIVES 

I. I How was the mission developed'! 

TI1is mission of West Virginia Business Colleg e was developed from the strong belief that a high school 
education is not satisfactory in preparing emplo yees to successfoll y, and reliabl y, meet the current needs and 
ongoing challenges of the business world. Tn close consultation with the West Virginia Business Colleg e 
Advisor y Board , the Colleg e came to realize that jts main purpose ·was to train students v,•ith effecti ve skills tJ1at 
would attest to a graduates skill set and pcnnit them to be a valuable and variable asset within the workplace. 
This causativ e effect led the College to develop superb methods for a refined enrollment procedure and an 
ongoing lifetime placement system. 

1.2 State the institution 's mission and supporting objectives. 

ll1e statement is as follo ws: To enroll students , train students. and assist students in locating employment. 

1.2. l Cite where it is found in the catalog. 
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The mission is found on page 7 of the current West Virginia Business College catalog. 

l .2.2 Explain bo,-v the supporting objectives arc devoted substantially to career-related education? 

WV BC believes there is a need for career tcaiuing to prepare young adults to successfully mee t the 
challenges of the business world. It is the purpose of the college to provide students with the skills necessary 
for a productive future and to develop in each student an understanding of the responsibilities and obligations 
involved in ethical , professional conduct. The energies and resources of the college are wholly focused on 
teaching employable skills and building self-confidence in each student. 

1.2.3 Explain bow the supporting objectives arc reasonable for the program(s) of instn1ction , mode or 
delivery , and facilities of the campus? 

Through the combination of small classes with a lower student to teacher ratio , and the use of 
appropriate texbooks and teachers: with experience in their field of study~ through lecture and testing, West 
Virg.iniaBusiness College delivers wha t is necessary in eacb program to prepare the student for the wod,place _ 

1.3 Ex11lain how the faculty, financial resources. physical plant administration , management and educational 
activities contribute to the implementation of the institution's mission. 

Acres Criteria provides this basis " ihen employing faculty and assigning classes. This criterion is united with 
the instrnctor ' s college education and achievement of dcgrce(s); as revealed on required official transcrip ts. 
Work experience shown and verified on professional resumes , curricu.lum vitae , and learned also through 
personal interviews. Additional credence is given to practical knowle dge of a caudi date ·s particular field of 
expertise. 

Tbe training and academic components of the College mission arc areas most affected by accepted Faculty. 
Lectures and mentoring sessions, class t rips and guest speakers , are only a small part of the Faculty merger into 
the College mission. Below is bow the appropriately educated and trained faculty memb er contributes to the 
successful implementation of the College mission : 

The Faculty presents a combination of lecture , presentation of techniques , and one-on-one student assistance 
when aiding students in mastering machine-oriented classes or concept classes. Teachers aJso enable students 
to ex'Perience real business settings by taking them on field trips o r bring in guest speakers.Faculty is also 
required to maintain and demonstrate high standards of personal and profcss.ional behavior , not only while in 
the College employ , but also in the con11nunity at large. 

During ,,-ieekly faculty meetings students concerns arc discussed by the faculty and the Director, This allows 
teachers to give and receive ideas and solutions , and share concerns , not only about students but curriculum as 
well. 

FACULTY: 

ACICS Criteria provides an excellent basis when emp1oying faculty and assigning classes TI1is criterion is 
Lmited ,vith the instructor ' s college education and achievement of degree(s), as revealed on reqwred official 
transc ripts . Work experience shown and verified on professional resumes , cuniculum vitae, and as learned 
throug h personal interviews. Additional credence is given to practical knowledge of a candidate" s particular 
field of expe1tisc . 

The training and academic components of the College mis sion are areas most affected by accepted Facult y . 
Lectures and mentoring sessions , class trips and guest speakers , are only a sma ll part of the Facult y merger into 
the College mission. Below is how the appropriatel y educated and trained facu lty membe( contribut es to the 
succussful implementation of the College mission : 
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TI1e Faculty presents a combi nation of lecture , presen tation oftechnjques . and one-on-one student assistanc e 
when aiding students in mastering machine°"riented classes or concept classes. Teachers also enable students 
to experience rea1 business settings by taking them on field trips or bringing in guest speakers. 

Faculty members are also required to maintain and demonstrate high standards of personal and professional 
behavior, not only while in the College employ, but also in ~1c comnumity at large. 

During week ly faculty meetings students' concerns are discussed by the facult y and t11e Director. This allows 
teachers to give and receive ideas and solutions , and share conccms, not 011ly about students but curric ulum as 
well. TI1is is documented as a retent ion tool for operational use by other facult y members as well as the Campus 
DirectoL 

FINANCIAL RESOURCES : 

Financial resources have provided a new medical lab and mock surgical suite for all medical related programs 
offered by WVBC . Additional provisions include a set of 15 Lenovo All In One comput ers for the computer lab 
along with the iJ1temet access purchased in 20 12, subseq uent development j11 our wireless internet access for 
relllruning computers locat ed io a second computer lab, ao on line librar y accessable on the www.wvbc.ed u web 
site , and the acquisition of hw1drcds of lcgaJ reporters for reference purposes w-hich constitute the largest 
physical law librar y in Ohio County , West Virgin ia and open for public use. Further , internet access has been 
wired to the office of the Career Service Representative. Financia l resources also provide salaries for teachers. 
classroom equipment and supplies for the medical lab and surgical suite. Th is promotes the mission by 
demonstrating the college ' s educational efforts. 

Additionall y, financial resources go towards the salary of the Career Service Representative . This person is 
afforded 12 hours per week dedicated exclusi vely to placement of graduates , helping to fulfill the third part of 
the institution· s mission . 

Advertising contributes greatly to the first and third p:111s of the mission statement. Through fiilancial resources 
directed to various media such as television , radio. newspaper , and pamphlets. WVBC attracts the attention of 
potential students as well as potential employers. 

PHYSICAL PLANT: 

The physical plan t of West Virginia Business College is located at 116 Pennsylvania.Ave. Nutter Fort . West 
Virginia. Tl1e College is located one block from Route 20 and within 5 miles of Interstates 50 and 79 . The 
college is very accesible from all points. There is adequate free parking. l11e campus is 3 blocks from the city 
police station, and within 5 miles of th e campus there is access to financial , medical , travel , nnd emergency 
seJVices.This location makes it accessible to future emplo yers and graduates seeking empJoyment in the local 
business community. There is also Bus and Taxi service to and from the school. The campus has never had a 
felon y crime committed on the prcmis or adjacent public property. 

ADMINJSTRA TI.ON: 

The administration works closely with instmctors focusing on student needs from the enrollment process 
through their matriculation. In addition, the Administration - including Financial Aid , make every effort to 
simulate a real wo rk experience wit h regards to following proper procedur es a.nd behaving professionaly all all 
times . Administratro.n also monitoi:s all procedures per ACICS guid elines to ensure swift and correct action is 
taken rega.rding the student experieoce. The ioitial student process is a hand.held style to reduce the effect of 
stress in returning to schoo .1 . This monitoring has proven effective and is a valuable nuance to the College 
ffilSS .IOn. 

EDUCATION ACTIVITIES: 

The educational acti vities are all designed witl1 a singular goal in mind of placement of our graduates into good 
jobs within their fields of study. Teachers arc required to host one relative field trip or guest speaker per class 
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per quaiter. This requirement , in addition to lectures , gives the students a change of pace during the course of 
instniction. Recent activities have included trips to the Highland Hospital , City Net, Harrison County Senior 
center, MCM business systems , as well as the Harrison Co. Court and local Accounting finns. 

1.4 What are the provisions for ensuring that the mission is subjected periodicall y to critical review by the 
administration and facuJty to detcnnine if the campus is fulfilling its educational mission and meeting the needs 
of the communitv? 

l11c Campus Effectiveness Plan (CEP) is the embodiment of the college ' s mission. Administration and CEP 
committee members review this quarterly through scheduled development meetings. WVBC has a system in 
place which allows for program, departmental , and curricula advai1cement. This system is expressed through 
collaborative meetings. Outside of this p.rocess, faculty and administration are always encouraged and may, ar 
any time , submit suggestions to the Gene ml Manager by following our published OrganizatiouaJ Stmcture 
located through the building. These suggestions arc then reviewed and any effo1t to improve academic 
outcomes is taken into consideration. 

15 How do degree programs emphasize both the achievement of vocational objectives and general education? 

fo constant consultation with our WVBC Advisory Board, administration , department heads , as ,-veil as faculty 
and students ; input is a ls0 sought from businesses within our area which verifies and validates our existence , 
mission and ultimately the success of our programs. TI1e Campus Effectiveness Plan was developed following 
ACICS criteria i.u collaboration with area businesses and conunw1ity leaders. WVBC is an occupationaJ 
associate's institution ; vocational objectives are stressed far more than general education. However , WVBC 
does recognize the importance of applied general education courses in support of our vocational objectives. 
Classes such as Literature/Compo sition, Oral Communication , Basic Mathematics , Psychology, and 
lnterpersonal Communications augment and provide a solid more rounded educa tional experience. 

1.6 Describe the administration· s plans for any changes in the institution ·s mission and/or supporting objectives. 

At this time , West Virginia Business College docs not have stated plans to alter our core mission and supporting 
objectives. 

INSTITUTIONAL E.F.FECTIVENESS 

1.7 How was the campus effectiveness pJan (CEP) developed? 

l11e Campus Effectiveness Plan for West Virginia Business College was developed from specific ACfCS 
criteria. and expressed through tracking : surveys. evaluations , and analysis completed with graduates , 
employers. and cnn-ent students. The institution is continuall y improving its eftectiveness based on the results 
oftbc surveys . WVBC always seeks to aU.ow the establishment ofa more direct and open relationship for 
students with administration. Mentoring sessions have also been more fomrnlizcd to allow a specified time for 
assigned Mentors to meet with mentees individually . We feel these activities will ultimately help retention as 
,veil as the overall student cxpeticnce at WVBC. 

There are also plans for the Admissions Representative to visit high schools in order to build a solid working 
.relationship with Guidance Counselors at surrow1ding High Schools which may have students interested in our 
training and educatio naJ benefit s. By enroll ing high school seL1jors, WVBC hopes to establish a higher retention 
rate , because these yow1gcr students are used to attending classes , have an immediate goal in mind, and 
generally have a support team in place, i.e ., parent s, family, friends , etc , which ,viii allow-them to focus on thoir 
education and complete their program to a very high success rate . 

I. 7, I Who is responsible for implementing and monitoring the plan? 

The General Manager of West Virginia Business College is responsible for implementation , scheduling 
and monitoring of the CEP. Each Campus Director has immediate operational responsibility and a duty 
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to maintain and submit all facets and components of their respective CEP's and report to the General 
Manager as scheduled. 

1.8 What are the annual retention and placement rates for the campus , if applicable. for the past three years'? 
(Provide the numbers used to calculate the rates. and explain as necessary.) 

Year:2012/13 Rate:71% Placement 73% Retention 

Year:20 I 3/l 4 Rate: 75% Placement 70% Retention 

Year :2014/15 Rate: 82% Placement 72% Retention 

Explanation (if necessary) 

Rates are expressed with supporti ve documentation on both the annual CAR and CEP .reports as submitted to 
ACICS. 

1.9 How do these annual retention and placement rates compare to prior rates, if applicable. and to rates at similar 
institutions? 

Rates are expressed with supportive documentation on both the annual CAR and CEP reports as submitted to 
ACICS. 

1.10 What are the campus ' retention and placement goals for the oe:\.1 reporting year? 

Retention: 75% -1l1e reteotion goals for WVBC are set higher each year forretention and placement. ll1ere are 
several factors influencing the retention of our students. A majority of the student population continues to be 
single pa:rent, one or no income adults. Geographi c region is also a factor affecting retention and placement. 
There are so many moving parts to retention that a great deaJ of-time and trial and error come into play. The 
campus has for example attempted the same tlling twice to improve retention in the past with colllpletely 
different opposite results . While the campus always strives to raise it's retentio n rate the campus docs not want 
it to go lower either. Our goal though is to meet the ACICS thresholds. 

Placement: 80% - The North Central West Virginia region, while now experiencing a boom in 
the oil and gas industry , has historicall y found lesser opportunit y professionall y than larger metropolitan areas 
that are within driving distance. Additionall y, large selections of student's are first time family members 
attempting college . ll1ey tend to come from rural areas ,vhcre transportation and personal finances arc prevalent 
obstacles to academic progress. Further , West Virginia continues to be a blue-collar state and many students 
have lost jobs in factories or coal mines that have shut down o.r severely cut back in personneJ. Il1ereforc , 
students attend WVBC programs that offeI retraining , and a desire for a ne\<v and more secure nature of work. 
Yet, the mentalit y of blue collar work runs deep and the challenge of WVBC is to consistentl y offer a better 
,vay. If not, students v1ill return to the same type of work upon graduation due to this deep-seeded mentality. 
The campus is generally satisfied with the placement of it's graduates and would like to maintain this. 

1.10.1 What factors were taken into consideration when developing these goals '? 

Using baseHnc numbers for each category and establishing reachable goals while wtdcrstanding our 
emplo yment trends in our geographic region as well as the intent of our current students once 
gradua ted. 

1.11 Explain how the activities underta.ken to meet the retention and placement goals enabled the campus to maintain 
or improve retention and placement outcomes over successi ve years? 

West Virginia Business College places e"1reme emphasis on career services along with our ability to retain 
students. lltis combination has yielded relativley high retention and placement rates. While these activities 
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have allowed the institutiol] to maintain acceptable retention and placement rates , we are in a continous state of 
seeking improvement io these specific areas. 

1.12 What data are utilized to evaluate the following elements: 

a. Level of graduate satisfaction 

A survey methodology is used to detcnninc level of student satisfaction. 

b. Level of employer satisfact.ion 

A survey methodology is used to dctcnninc the level of employer satisfaction. 

c. Student lea.ming outcomes 

The pre-post test methodology is used to detennine the level of student leaming outcomes. Relative to 
this methodology is a goal set to l 0% minimum improvement as outli.ned in the campus CEP 

1.12.1 Explain hov .. 1 the data is collected and used to improve educational processes for the following elements: 

a. Satisfaction of graduates 

The data is collected , analyzed, and used to detennine if there is something that the can1pus 
may want to alter , change or add to a program or class that would enhance the. educational 
experience and create a better prepared student for employment. In addition , we aim to prepare 
students ·who are uniquely satisfied with their education at West Virginia Business College. 

b. Satisfaction of employers 

Thfa data sample is collected, analyzed, and used to dotennine ifthere is something that the 
campus may want to alter. change or add to a program or class that would enhance the educational 
ex perience and create a better prepared student for emplo yment. In addition , we aim to prepare 
students whom the emplo yer will be uniquely satisfied with the education of at West Virginia 
Business College. 

c. Student learning outcomes 

The data sample is collected, analyzed and utilized to determine if there is something that the 
campus may want to alter, change or add to a program or class i.n content or delivery for example , 
to improve the learning outcome and retention of ,vhat is needed for a particular class or program. 

I .13 Hmv is the campus effectiveness plan evaluated? 

At WYBC, campus effectiveness is monitored primaril y through the Continuous Improvement Committee , the 
body tasked with helping to improve the overall quality of WVBC's educational programs , policies, nnd 
procedures by establishing an ongoing process of continuous evaluation . review. and improvement. 

The committee is established by positional stmctur e and is as follows : 

General Manager ( chair) 

Campus Directors (one per campus) 

Admissions Representatives (one per campus) 

Pinancial Aid Managers (one per campus) 

Career Services Representatives (one per campus) 

Faculty department heads and/or representatives for the Legal. 
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Medical, lnfonnation Technology, and Business Departments (at least one per department, per campus) 

The membership of the Continuous Impro vement Committee is central to effective distribution of evaluation 
responsibilities throughout the institution and is aligned with administrative roles and authority as depicted in 
WVBC's organizatioual structure charts. Because Committee members are capable of providing current updates 
based on department-level meetings that occur between quarterl y meetings , the Continuous Improvement 
Committee is central to creating a continuous improvement Joop in which representatives from ea.ch functional 
area of the institution are prepared both to imp lement Campus Effecti veness Plan (CEP) activities and to 
provide feedback on cu1Tent pcrfom1ancc vis-a-vis baseline rates . The Continuous Tmprovcmont Committee 
then makes recornmendations for impro vement to the General Manager based on its anal ysis of curreht 
outcomes. This proc ess remains unchanged. 

I. 13.1 What is the schedule for evaluation? 

The 2015 Committee meeting schedule is currently based on WVBC's academic year , with one meeting 
scheduled , generally. for the fourth 11mrsday of the last month of each academic quarter. ( December 
meeting dates , hm,vever. are adjusted to accommodate holida y offic e closures.) However , the College is 
in the process of realigning the CIC meeting schedule to corTespond with ACICS CAR report. 
l11erefore,the CLC meetings from 2015 and forward wil1 reflect a quarterly mc1:1ting based on the CAR 
calendar. 

2. ORGANIZATION 
Each institution should have an organizalional stmcture designed to promote among all staff a spirit of understanding, cooperation. 
and res_ponsibilit.y. Performa11ce standards and monitoring controls need to be employed lo insure adequate admi11istrati\1e 
fw1clioning. The annual budget expenditures should be adequate to properly implement the staled educational objectives of U1e 
institution. ln responding to the questions below. please consult Sections 3-1-200 through 3-1-203 of t11e Acc reditati on Criteria. 

2.1 Describe the govemance. control. and corporate organjzation of the institution and cite where it is stated in the 
catalog. 

West Virginia Business College is a private co-education institution founded in 1881 under the lm\rs of the state 
of West Virginia. Tho Board of Directors assumes control of the institution. This board consists of John A. 
Tarr , IV - President , Thedosia Tarr - Vice President/Secretary/Treasurer . l11is infom1ation is found on page 3 
of the institution ' s catalog. 

2.2 Hmv does the adlllinistration ensure that faculty and staff clearly tmderstand their duties and responsibilities, the 
person to whom they report, and the standards by which the success of their work is measured? 

Faculty members arc hired by rhe Campus .Director. At the time oftheir official hiring , teachers are given an 
orientation by the Di recto.r. At thi s tim e, the y will go over all docmnents in their person nel fi.le, read and sign 
theirjob description , read and sign the WVBC Emplo yee Handbook , and review the (teacher instmction pages) 
T-pages. Copies of all signed documents are given to emplo yee. An Annua] Faculty Development Plan is 
completed by each teacher. All facult y members complete a ne, v plan at the beginning of eac h year . At the end 
of each quarter , the teacher and the Director review the plan to see if goals set have been met. Improvement 
plans or adjustments to goals are then discussed . Additionally , T-pages arc .review·ed peri.odica.lly du.ring faculty 
meetings. 1l1i.s allows teachers to be infonned of any new policies or procedures. A copy of the teacher ' s T­
pages are emailed to teachers. Via mails , teachers receive memos , updat es , calendars , and so forth , that need 
attention between meetings _ Each teachc-r is fonnally evaluated by the Director once per qt1artcr. 1llis 
evaluation is reviewed at the same meeting towards the end of the quarter as the deve lopm ent plan. All 
documents are placed in their personnel file . 

2.2. l How is this documented? 
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Weekly meetings are beld for both staff and facult y . At these meetings aH goals , procedures , and issues 
are discussed . The Director makes an unannounced visit to each teacher ' s classroom at least once per 
quarter. An official evaluation is then completed. Once this evaluation is discussed with the teacher , it 
is placed in his/her file. Also during this one-on-one meeting, the Annual Faculty Development Plan 
(fom1 118) is reviewed to see if goals for the quarter are being met. 

During the eighth week of each quarter , every studeHt is asked to complete a Staff and Facult y 
Evaluation fom1. They are also urged to make comments. These evaluations , upon anal ysis by the 
Director and Gen eral Manager , serve as an indicator of the level of satisfaction among the student body 
of the institution . Since these evaluations are private. a synopsis is made by each campus Director and 
originals are discarded. 

Additionally, an annual survey is completed each October; which adds to the student infommtion 
available to the faculty and staff. All students arc urged to take any criticisms , negative or positive , to 
the administration at any time . 

2.3 How docs the administration monitor and evaluate activities of faculty and staff? 

Weekly meetings are held for both staff and facult y . At these meetings all goals. procedures. and issues are 
discussed . The Director makes an unannounced visit to each teacher ' s classroom at least once pe.r quarter. An 
official evaluation is then completed. Once this eva luation is discussed with the teacher , it is placed in his/her 
file. Also during this one-on-one meeting, the Annual Facult y Development Plan (fonn 118) is reviewed to see 
if goaJs for the quarter arc being met. 

During the eighth week of each quarter , every student is asked to complet e a Staff and Faculty Evaluation fom1. 
They are also urged to make comments. These evaluations , upon anal ysis by the Director and General 
Manager. serve as an indicator of the level of satisfaction among the student body of the institution. Since these 
evaluations are private , a synopsis is made by each campus Direc tor and 01iginals arc discarded. 

Additional.ly , a annuaJ survey is completed each October: which adds to the student infom1atio11 available to the 
faculty and staff. All students arc urged to take any criticisms , negative or positive , to the administration at any 
time. 

2.4 Describe how the administration provides for the professional integrity of the staff and the academic free.dom of 
the faculty. 

The administration provides a ''Standards of Conduct" section within the employee handbook , which advises all 
emplo yees on matters concerning standards of integrity , ethics, and beha vior, both in and out of the workplace. 
lt makes clear that there are onl y to be profe ssional relationships w ith students , and any personal relationships 
are shunned. Employees are expected to. at alJ times , exhibit both civic and moral behavior. 

How is the policy for ensuring academic freedom communicated to faculty? 

Faculty members are encouraged to instn1ct their classes according to their own personal styles , strengths , and 
personalities within the broad guidelines of the conrse syllabus . Addit ionally , teachers are at all times 
enco uraged to submit suggestions for new texts , classes , and so forth . Finally , teachers are given wide latitude 
when initiating field trips and guest speakers. This is all completed wit h litt le or no interference by the 
administration. All of these items allo w fo r great academic freedom. 

2.6 Describe the grievance policies and procedures for students , emplo yees , and other interested parties. How are 
students , faculty , and administrati ve staff made aware of these policies? 

A three (3) step grievance procedure is provided by WVBC. 
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Step 1 -Any student with a grievance or complaint may request an jndividual conference with the instmctor or 
me.ntor. 

Step 2 - If a satisfactor:v resolution to the problem is not reached. the aggrieved party is encouraged to seek 
guidance from the Campus Director. 

Step 3 - If the previous steps have not been resolved within a 48 hour period from the onset of the incjdeot , the 
aggrieved party must submit in writing all the facts of the grievance to the Director. Within 24 hours of receipt 
of the written complaint , the Director will schedule a Grievance Conunittce hearing . The time of the meeting is 
communicated in writing to all parties. ·foe committee consists of the Director and t'wo (2) staff or faculty 
members not involved in the incident. 

All persons are to be present at the hearing. All involved are given the opportunit y to discuss the grievance. 
Once all parties arc finished , they arc excused. Then, the committee , taking all into account , makes the final 
decision. 111is decision is communicated to all parties within 48 hours. ff the decision is unacceptable by any 
party. they may file a complaint with ACICS at the address/phone number provided in the institution ·s catalog, 
All faculty , staff. and students are provided with this iLtfonnation through the scbool 's catalog. These policies 
can be found on pages 22 ru1d 23 of the catalog. 

2,7 Describe any plans for the improvement of the organization. 

1l1e Administrative Assistant is continuing her education and is cuffentl y cnro.lled in a Bachelors degree 
program. The Financial Aid Administrator has attended a WVHEG seminar and a seminar on VA benefits . 
Additionally , the Director attended a recent ACICS Accreditation in Washington , D .C 

FACULTY - STUDENT DEVELOPMENT 

West Virginia Business College is continually seeking top talent to teacl1 classes offered within our programs 
ll1c College is in a constant state of advertising and intcrvicvving in order to meet this goal. ln addition , die 
College is actively seeking to increase student cnroUmc nt and train more indiv iduals for occupations wh ich , we 
believe , \.Vill strengthen our local economy and allow West Virginia Business College to play an integral part in 
that overall growth , The College is therefore committed to the following: 

I. Requiring Admissions Repres entatives to visit high schools in the area and thus increase our visibility to high 
school graduates. West Virginia Business College is committed to lowering the relative age of our student body. 
ln order to achieve that goal , we must address the high school market in our surrounding area much more 
aggressively. 

2. For visibility and support of our Admissions Representatives we offer a w ide range of marketable 
'<reminders" that include WVBC bracelets , T-Shirts , Staff Polo Sh.i11s, Book Bags, Lanyards , Decals , and 
similar productions in an effort to increase our visibility in our surrounding communities and overall presence 
in area high school settings. 

ASSOCIATIONS (Medical and Legal) 

West Virginia Business College is currently seeking partnerships ,~.:ith local companies. law firms. and hospitals 
to better educate our student population. We arc currently seeking re.lationships with: 

1. Several smaller , local legal finns as student need arises. 

2. Salem lntemational University [existing articulation agreementj 

PHYSICAL PLANT UPGRADES 

West Virginia Business College has recently constmcted a ucv,r medical lab . This medical lab '<-vas competed ill 
concert ,vith local area hospitals perm itting access. A College study was completed and construction began and 
finished withi11 a cale ndar year. Medical ~tudents are currently benefiting from this new medical lab. Plant 
upgrades include providing live stream access to our web page which will allO\v for all to sec examples of our 
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educational processes , our special programs , in-service possibilities , increased visibility and a more cutting 
edge feel to our curricula. 

ln addition we are in pursuit of ABA approval for our Paralegal program. Only one of a handful of programs in 
the State of West Virginia , WVBC believes our program to rank among the best in the region. Achieving ABA 
approval would enhance that program e.ven more. 
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Each institlJtion must coordinate its administrm.ive functions 10 best serve its educational mission. All staff should be well trained lo 
cany out administrative fonctions. Detailed record keeping enhances the management of the institution. ln responding to the 
questions below. please consult Sections 3-1-300 through 3-1-303 of the Accreditation Criteria. 

3.1. Who is the oil-site administrator and what are that person's qualifications for this position? 

Robert Wright is the Campus Director/On-Site Administrator. :rvlr. Weir has vast experience in his 
field . He has both teaching and administrative experience. Mr. Wright has both instructional and 
administrative experience as a former bank CEO and past business owner and teaching experience at 
other local colleges. He currently holds a Bachelor ' s degree in Accounting from Alderson Broaddus 
University and is fully qualified as an on-site administrator. 

3.2. HO\v does the administration provide for continuous evaluation of the following functions: 

a. Programs of study 

Bi-annually, the Director and Advisory Board meet to discuss input on cuniculum updates, job 
market changes, and general community information. This provides the college with 
infonnation to keep WVBC up-to-date and competitive. The Campus Director will also 
periodically contact Advisory Board members individually for specific program additions and 
deletions relative to community needs. Advisory Board members are chosen, in large part, for 
their business intelligence and expertise in the field. 

Teachers are also encouraged to submit suggestions for changes in classes, programs, texts, 
and so forth. These are submitted to the Director. Upon approval, they are submitted to the 
coq.,orate office for final approval or denial. 

The Career Services Representative informs the Director if potential employers request 
specific needs that WVBC does not provide in its current course of study. Graduate and 
employer satisfaction surveys are reviewed by the Career Services Representative as well and 
suggestions are submitted to the Director. 

b. Student activity programs 

The college does not require nor evaluate student activities due to the diverse ijfestyles of the 
majority of our students. There does exist, when interest js high, a Student Council , which is 
totally student-rnn and student-funded. Approximately once a quarter, there is a student 
party/get-together. This often coincides with a holiday, the end of the quarter or perhaps 
graduation . Quarterly , a pizza party is offered by the College to students who participate in the 
school's Bulletin Board contest. Students will post a buJletin board relative to their class and 
the winner is chosen by the DR to receive the .Party. Also at Halloween, WVBC awards a gift 
certificates to both a day and night student who have the most interesting costume. 

c. Guidance services 

All faculty, staff and administration are involved in the guidance of the students. The 
Admission Representative initially guides the student in the proper direction as far as attending 
the college and which program is right for him/her. The Financial Aid Administrator guide the 
student throughout his/her career at the college in all the financial aspects such as F ASF A's, 
Pell grants, student Joans, and so forth. The Administration Assistant will assist in advising 
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students on related academic procedures and when necessary, schedule the student to meet 
with the Director. The Director aids in the guidance of the student in his/her scheduling, 
grading, attending, as well as.any problems or issues that arise. The Director also assists the 
student in contacting various agencies as the student's needs arise. The Director additionaly 
acts as a liaison between the teachers and the students; so if any issues come up involving 
conflict, guidance is provided. Mentors and teachers bring their personal and professional 
experiences to the students and in that way they _guide the student into the real world of 
business and the workplace. 

d.. Financial aid services 

The Financial Aid Administrator monitors and evaluates the activities of the financiaJ aid 
department. Internal audits are completed quarterly. Required audits are done annually by the 
Department of Education via an independent auditor. Program reviews by the Department of 
Education are also conducted. The Financial Aid Administrator reviews students' financial aid 
needs and advises them accordingly. 

e. h1stmctional procedures 

Quarterly formal evaluations are completed by the Director through unannounced visits to the 
classrooms. Students, quarterly, evaluate teachers by way of the Staff and Faculty Evaluation 
completed during the eighth week of the quarter. Management analyzes these evaluations to 
see if any changes in instruction or curriculum are necessary . 

f. lnstructional resources 

The following instructional resource services are avajlable: 

] .Request for classroom materials quarterly - considered by administration 

2.Repair requests as needed - repairs or replacements are made as needed 

3.Suggestion forms requesting new texts and resources - considered by tbe administration 

4.Requests for updated texts - Director works closely with book representative 

5.Library Resource Request fonns - considered by the administration 

Also available are the following resources that may be used by any teacher and instructor­
supervised student: 

1. Television 

2. DVD player 

3. Personal Computers 

4. Wireless Internet Access 

5. Overhead Projector 

3 .3. What evidence is on file to verify degrees of professional staff whose degrees are Hsted in the catalog? 

Official transcripts of each teacher are kept by WVBC in his/her personnel file . A copy of the actual 
degree is displayed on a board in the hallway, and a copy is kept in the file. 
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What records are kept relative to the following areru;: 

a. Financial aid activities 

A\1 Federal and State required materials are kept in individual student files. Permanent record 
card notebooks and tuition and fee cards are kept in separate notebooks. West Virginia 
Business College at Wheeling has recently started the process of electronic recording and 
housing of all student records with an outside agency. The foLlowing are some examples of 
required materials : 

1. Tuition Account Card 

2. The Institutional Student Information Record 

3. Verification mate1ial if the student is to be verified 

4. Proof of dependency if needed 

5. Other records involving student status 

b. Admissions 

The following records are kept: 

1. Copy of enrollment application accepted by the Director 

2. Entrance Evaluation - graded 

3. Representative Assessment - Form I 

c. Curriculum 

The following records are kept: 

1. Lesson Plans are turned in each Monday 

2. Syllabi are posted in each classroom and updated quarterly or as needed 

3. Pennanent Record Cards (grades, GPA, and CGPA are posted quarterly) 

4. Registration Cards (mid-tenn and end-of-the quarter grades) 

5. Official Transcripts 

6. Classroom Policy Letter 

d. Guidance 

The following records are kept: 

1. Grade sheets 

2. Advising fonns (Form 77) 

3. Graduate fonns are kept with the Career Services Representative for future placement 

e. Library or instructional resources 

Virginia Business College utilizes a comprehensive online library with unrestricted access to 
students and friends of the College . The Gale Academic One online library with supplemental 
portals for both Business and Medical with additional resources for Health and Well Being, are 
housed on the WVBC website at www.wvbc.edu. Students are given the simple log in 
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infonnation at registration and information is also posted throughout the campus on bu!Jeti_n 
boards giving ease of access. Legal students, while sel'v'ed on the Gale Academic One online 
library, also enjoy one of the largest depository of Legal Reporters in the Tri-State area . Over 
2000 relevant reporters were donated by a local law libraty to WVBC and has been inventoried 
and shelved in our exclusive Law Library. Open to the public during off hours, legal students 
can utilize the Law Library to enhance their research skills . 

f. lnstmctional supplies and equipment 

A supplies inventory list is maintained by the Director and housed within our filing system at 
the College. Once per quarter, this list is reviewed and added to as needed. Input for this forn1 
comes from the teachers, and staff; dependent on need. These forms are then sent to the 
corporate office where it is decided what supplies to purchase. 

g . School plant 

The Nutter Fort Campus is housed at 116 Pennsylvania Ave. Nutter Fort, West Virginia. The 
building is leased. The building consist of approx. 5,000 Sq. ft. There are currently 5 
classrooms and plans for another 5, staff offices one of which is used for meetings, a library 
and a student lounge. There is ample free parking. The building has 5 fire exits and 2 fire 
extinguishers . Floor plans and evacuation routes are posted in each room. 

h. Faculty and staff 

The following personnel files are kept in the Director's office: 

• Annual Faculty Development Plan 

• Interoffice Payroll Memo 

• College Transcripts 

• W-2/T-104 

• I-9 Citizenship 

• Resume/Applicatioo for Employment 

• ACICS Data Sheet 

• Employee Handbook 

• lnstructor Evaluations 

• Copies of det,>rees - Instructors only 

• Training, Credits, and Certifications earned while employed 

i. Student activities 

All student files are created based on a student file checklist - WVBC Form 79, organized and 
are kept in a locked , fireproof cabinet. 

All seated student account cards are kept in the fireproof cabinet in a three (3) ring notebook in 
addition to the electronic version. Any separated student owing the College money is also kept 
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within the same notebook. All graduate and dropout files are kept at the Wheeling Campus and 
filed in a locked, fireproof room . 

AJJ graduate and dropout files are electronically scanned. A paper file is also maintained in a 
locked fireproof file cabinet. Electronic files are housed in a separate, secure, external 
computer drive. Fi.Jes are kept indefinitely.Files consist of: 

• Diploma I Degree (if applicable) 

• Pennanent Record Cards 

• Application for Enrollment 

• Tuition and Fee Account Cards [if balance due.] 

• Refund Computation Forms 

• Buckley Amendrnent/H.S.Grad/GED/Cash Paying/catalog 

J. Student personnel 

All currently seated student files are housed in the fireproof cabinet on site and kept locked 
overnight. All graduate and dropout files are kept in a locked , fireproof room at the main 
campus in WheeJing. Electronic backup of records for active students is a two-fold process. 
The College utilizes FAME, Financial Aid Management for Education , as well as 
AmpEducator , Inc. a web based depository Jocated in Toronto, Canada. 

k. Campus Accountability Reports 

A copy of the report, itself, as well as the grid Us ting each student in the report, program they 
are ini and all infonnation relevant to the report grid , is kept in the fireproof cabinet. A copy of 
the report is also housed at the main Wheeling campus and can be referenced easily onhne 
through the secure log in located at www .acics.org 

3 .4. l Describe how student files arc maintained and organiz ed. lf students records arc maintained 
electronically , describe the system. 

AU student files are created by a student file checklist - WVBC Form 79, organized 
alphabetically and are kept in a locked, fireproof cabinet. All seated student account cards are kept in the 
fireproof cabinet in a three (3) ring notebook. Any separated student owing the College money is also kept 
within the same notebook . All graduate and dropout files are kept at the Wheeling Campus and filed in a 
locked, fireproof room . All graduate and dropout files are el.ectronically scanned and housed in a separate, 
secure external computer drive. Files are kept indefinitely. Electronic files consist of: 

• Diploma I Degree (if applicable) 

• Pennanent Record Cards 

• Application for Enrollment 

• Tuition and Fee Account Cards 

• Refund Computation Forms 
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If applicable , \Vhat specific testing records and academic and career advising records are maintained by the 
campus for students admitted under an ability-to-benefit determination? Insert the anal ysis of the camplls study 
evidencing the relationship between admissions test cut-off scores and successful academic or employment 
outcomes . 

Ability-to-benefit students are not admitted to WVBC. 

3.6. What procedures are used to obtain evidence of high sdmol and/or college graduation or equivalenc y 
certificates with scores? 

West Virginia Business College Form 5 and the Application for Enrollment is signed by all enrolling 
students. This form states that the student has either graduated from a high school or completed a 
GED. In addition , the College follows ACICS Criteria as well as all Title IV guidelines in 
procurement of GED documentation. 

3.6.1 Describe the procedures in place to verify that the credential earned is from a recognized/legitimate 
institution and not from a ' •diploma mill." 

High School graduate and GED documentation are ve1ified through the applicable State Board 
of Education. 

3.7. 'What grading system does the campus employ to indicate stude11t progress '! 

The traditional grading system ofletter grades of A, B, C, D, or Fis employed. The institution is on 
the quarter credit hour system . Graduate transcripts are kept at the main campus in Wheeling. 
Permanent Reco.rd Cards are maintained by the Director, showing the quarters and the grades received . 
Transcripts are completed from these Permanent Record Cards for graduates and dropouts, and all 
transcripts explain the &,Jfading system . All expressions listed above are provided in the WVBC 
Catalog. 

3. 7 .1. What is the unit of credit (semester , quarter , or trimester} used or clock hour? 

Quarter credit hour is utilized 

3. 7.2. How does the campus ensure that a traI1script is maintained for each student? 

Graduate and dropout transcripts are kept at the main campus in Wheeling. Permanent Record 
Cards are maintained by the Director, showing the quarters and the grades received. 
Transcripts are completed from these Permanent Record Cards for graduates and dropouts . 

3. 7 .3. How is the grading system explained on the student's transcript? ls it consistent ,vith the campus 
catalog? 

The grade system for West Virginia Business College appears on each transcript produced for 
a student. It is consistent with the WVBC campus catalog and is reflected as such; 

Grading Scale Grading Quality Point Value 

A 

B 

C 

D 

100-90 

89-80 

79-70 

69-60 

Excellent 

Good 

Fair 

Poor 

4.00 

3.00 

2.00 

LOO 
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59-0 Failure 
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0.00 

0.00 

3.8. How arc records and reports (e.g. , student , staff , financial) housed so that they are safe from theft, fire , or other 
possible loss? 

All currently seated student records are housed in the fireproof cabinet in the financial aid office that 
is kept locked. All graduate and dropout files are kept in a. locked, fireproof room at the main campus 
in Wheeling. 

3.8.1 If the campus utilizes computerized record keeping , what are the back-up procedures? 

NIA 

3.9. HO"-' long are student records maintained by the campus? 

Student transcripts are kept indefinitely. AJl federal and legal requirements are observed in record 
keeping. 

3 .10. Describe any plans for impro vement in the administration. 

The Administrative Assistant is continuing her education and is currently enrolled in a Bachelors 
degree program. The Financial Aid Administrator has attended a WVHEG seminar and a seminar on 
VA benefits. Additionally , the Director attended a recent ACICS Accreditation in Washington, D.C. 
Training either off site seminars or onsite training and webinars are and will be used to update staff. 
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An institution ' s methods of attracting and retaining students often arc subject to scmtiny and arc of considerable 
concern to the public , to other educational institutions , and to the Council. An institution ' s recruitm ent efforts should bo 
devoted to locating and infonning sfi1dents, in a professional and dignified manner , who the institution can best serve. 
Recruiting practices contribute to an institution· s image . Each institution also should strive to ensure that its financial 
relations with students reflec t the highest ethical standards and are in confonnanc e with all state and federal laws and 
regulations. Each inst'itution is required to develop a program of student personn el services that is consistent with its 
stated mission . Such services should support the educational program and reflect the institution 's concern for tho 
welfare afth c student . ln responding to tbc questions below, please consult Sections 3-1-400 through 3-1-442 of the 
Accreditati on Criteria. 

ADM[SSIONS AND RECRUITMENT 

.J. l What is the admissions policy? 

\VVBC requires the following for an applicant to be admitted : 

I. To be intervie\ ved by an Admissions Representative 

2. To have earned a diploma for a high school or to bave a GED 

3. To complete the entrance evaluation 

4. To be accepted by the campus Director 

To ente r a degree program , an applicant must score 20 or higher on the entran ce 
evaluation. TI1is is the only differenc e between admission to the diploma.and the 
degree programs. This policy is in adherence to the school's mission of 
admittance only of applicants that the institution deems trainable and able to place 
in a career. Other facto rs of admission are attitude and behavior , which may be 
detcnnined through statements made or con versations with the Director. TI1e 
polic y also is that if a student who scored less than 20 can complet e the 
diploma program successfully he/she can at that time re-enroll into a degree 
program. This affords the student the opportunit y in the future and a goal to 
work toward. 

LJ.1. I Docs the policy differ based on the credential aw·ardcd or program of study? 

Degree programs require a score of 20. Diploma no score required. 

4.1.2 Explain how the admissions l)Olicy adheres to the institut ion ' s mission . 

Our policy applies to our institutional mission as students are deemed trainable and placeable after 
successful completion of our given programs. 

4 .2 [fapplicable , \.vhat is the admissions polic y regarding enrollment of ability-to-benefit students? 

West Virginia Business College does not admit abili ty to benefit students. 

4.3 What records are maintained by the campus to reflect the basis for the admission of each student' ? 

ll1e follm,ving records are maintained by WVBC for this purpose: 

1. Original application for enrollment 

2. Original evaluation 
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Record of acceptance by the Director (on application for enrollment) 

West Virginia Business College Fonn 5 

4.4 Describe the student recruitment program. 

The institution uses individual Admission Representatives (AR) w·ho call prospective 
students and respond to those who have called the college. The co11ege advertises on 
television and periodically radio to create interest. When permitted , the AR visits high 
schools and meets with the guidance counselors and provides infonnation. A letter is 
sent once a year to principals advising them of the WVBC Scholarship . Infoonation is 
taken by administration from potential students ,vbo call in. l11e AR then returns that calJ 
and sets up an appoi,rtment to be held in the person· s home or at the school. 

4.5 Describe how admissions representatives are trained. compensated. and monitored. 

The Director trains the Admissions Representatives with regards to presentation , applicable laws, and 
regulations conceming legal and accreditation c1iteria. As a11 staff and faculty, the AR is given a written job 
desc1iption. This states that any misrepresentation is grounds for dismissal. Prior to an AR enrolling a student , 
they must demonstrate that they know and are comfortable with WVBC official standard presentation and are 
able to convey it correctly. TI1ey must practice this with management trainers. Admissions Representatives are 
monitored by the Director. Appointments made by ARs are written on a dry erase board in the flnancial ALd 
Office as well as the Director ' s Office. In addition, the College employs a Google Calendaring System which 
allo-ws all administrative personnel to know the AR status at any given time. Each morning the Admissions 
Representative meets with the Director to discuss procedures and activities regarding the previous day. 
Admission Representatives receive an annual salary paid semi-monthly. 

4.6 Desc1ibe the policies and procedures rogarding incoming transfer of credit. 

llte college "vill accept credits earned from other accredited institutions if the following criteria.arc met: 

1. l11e grade earned must be an '·A." with catalog and similar course description. 

2. Quarter-equivalent hours must have been earned and the course must be 
applicable to the ir program. 

3. No more than one half ( 1/2) the required courses may be transferred. A more 
detailed description is seen on pages 11-12 of the catalog. 

\\'VBC currently holds an articulation agreement with Salem International University. 11·1c publication of this 
agreement is through the use of posters and ::i.re located on the Campus Director Announcement Board as well 
as throughout the campus. In addition , the use of media outlets and portals of the announcement was uti Ii zed. 
Notification is given to students at the time of acceptance by the Campus Director . In order to qualif) , for 
trai1sferability, a student must earn at least a 2.5 CGPA and have completed a minimum of I 5 semester credit 
hours as converted. 

4.6.1 Where are these policies and procedures published? 

West Virginia Business College Catalog - Page 12-13 

4.6.2 Describe any articulation agree111ei1ts with other institutions. 

WVBC currently holds an articulation agreement with Salem International University. 

4.6.3 Desc1ibc where the campus publishes a list of institutions '"''ith w hich it has established the agreements. 
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The publication of this agreement is through the use of posters and are located on the Campus Di.rector 
Announcement Board as well as throughout the campus. In addition , the use of media outlets and portals ofche 
announcement ,,vere utilized. 

4 .6.4 Describe the process for notification to students of the articulation agreements and the transferability of 
credits in the programs that are offored. 

Quaiterly a Representative from SIU comes to meet with all graduating students to speak to them about 
the a1ticulation agreement between WVBC and SIU. Also during exit intervciws the CSR infonns each grad of the 
articulation agreement and v.rhat is available to the student. 

STANDARDS OF SATISFACTORY ACADEMIC PROGRESS 

4. 7 Who administers the standards of satisfactory academic progress (SAP) for the can1pus and 'vVhat are this 
iudividuars qualifications to administer SAP? 

The Campus Director is responsible for following the satisfactory academic progress of students. 1l1is is based 
on federal guidelines. 1l1is is examined by the Director at the end of each quarter "vhcn GP As and CGPAs are 
calculated. The Campus Director notifies the Financial Aid Administrator when a student does not meet SAP 
standards. All protocols for SAP standards are located in the WVBC Catalog beginning on page 15 of the 
catalog. Training for th.is 111oitori11g has come through AClCS workshop and webinar training as well as specific 
Financial Aid Administrator training through various state and federal outlets . 

4.8 How· does the campus dctennine if a student is making satisfactor y progress according to the policy ? 

Satisfactory Academic Progress (SAP) policy is outlined beginning on page 15 of the WVBC Catalog; and 
reads as follows 

The College has established satisfactory, academic progress (SAP) standards that all students must achieve and 
maintain to be considered to be making measurable progress toward completion of his or her program of study. 
ll1ese standards define the quantitati ve -pace or percentage of completio n ,qualitative measure - minimum 
cumulativ e grade point average (CGPA) , maximum time frame (MTF) for completion of a program of study 
and other academic requirements. In order to receive and continue to be eligible for federal, state and 
institutional financial aid fLmds, a student must maintain satisfactory acad emic progress . West Virginia Bnsincss 
College evaluates SAP applicable to the program of study in which the student is enrolled at the end of each 
academic year for programs that arc longer than an academic year and at the end of each quarter for programs 
that are one academic year or less in length. All students must complete and graduate from their program of 
study within 150% of the published program length. Students not meeting these standards will be subject to 
dismissal from College. All students must have a CGPA of a 2.0 (Grade of C) for graduation frotn any program. 
TI1e quantitati ve component of SAP is the measure of the pace at which a student must progress through his or 
her program of study to ensure completion within the maximum timeframe allowed and prov ide for the 
measurement of the student's progress at the time of evaluation. 111c pace or completion percentage is 
calculated by determining the cumulative number of credit hours the stude.nt bas successfully completed divided 
by the number of cumulative credit hours the student has attempted , Transfer credit hours accepted from other 
schools that arc applied to a WVBC program of study aro counted in tho calcula tion as both attempted m1d 
completed hours. A student must complete 66.67% of attempted credits per evaluation period in order to 
complete program of study within the maximum time frame (] 50% of the published program length). 

It ts the Director , who is responsible for monitoring academic probation as well as SAP. 

Attendance if verified by the Administrative Assistant. who aids the teachers in keeping a 
record for their attendance policy. 

Successful course completion is verified by the Director after reviewing the Pennanent 
Record Card to dctcm1inc if enough quarter/credit hours have been camed, CGPA is 
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obtained , and all requirements for the program have been met. SAP ( 150%) is not 
calendar based, but it is based on academic progress . 

4.8.1 Who reviews the student's records and advises the student ? 

Campus Director with suppo1t from Academjc Administrative Assistant as well as the financial Aid 
Administrator. 

4.8.2 Who monitors probation? 

Campus Director 

4.8.3 How is attendance verified? 

Fnstmctor based attendance verifications - records arc then official and the responsibility of the Campus 
Director 

4.8.4 How is the cumulative GPA and percentage of successful course completion verified'! 

Based on SAP requirements and regulations , periodic checks are made for GP A, PACE OF 
COMPLETION. and 150%: which are reviewed by the Campus Director. 

FINANCIAL RELA TlONS 

4.9 If the institution sponsors instilulional scholarship , grant, or loan programs, describe them and provide how 
they arc publicized. 

An institutional scholarship is sponsored by WVBC. Its requirements are as follows: 

1. The student must have achieved at a minimum 3.0 (out of 4.0) GPA in high school. 

2. He/she must cun-ently be a senior in high school or a graduate of the most recent senior class. 

3. The sh1dent must receive in writing a recommendation from the high school principal. 

l11e scholarshjp is explained in the WVBC catalog on page 18. 

The AR e-mails high school principals by September 30, which explains the scholarship. A follow-up is 
completed by the Adm issions Representative w·ho hand delivers a copy of the letter to the high school guidance 
counselors. No grant or loan programs are sponsored by the school. There .is also a Presidenf s Scholarsh ip, 
which is awarded based on competiti ve testing . 

4.10 What evidence does the campus have that demonstrates the tuition , fees , and other charges for all students who 
enrolled at the same time and in tho same program are consistent. If they are not consistent , explain . 

A breakdo wn of tuition and fees is provided i.n the catalog. No exceptions or special arrangements are made for 
any student enrolling at WVBC. All students are charged in accordance to the cost listed on student award 
letters. Scholarship a,vard recipients , as published in the WVBC Catalog , arc presented with an award letter 
based on type of scholarship received with applicable charges , if any . 

4.11 What are the refund policies and procedures? 

The refund ·policy is clearl y outlined in the WVBC catalog page 10, as well as at the bottom of the enrollm ent 
application. 

Tile refund polic y and procedures are as follows: 

I. Cancellations prior to the first day of class: If applicants , accepted by the institution , cancel 
within five (5) business days following the date an enrollment contract is signed, the school will refund all 
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monies paid to the institution. In the event of a cancellation notification following this period , but prior to the 
start of classes , the institution will refund all monies paid. 

2. Withdrawal after the commencement of classes ; Student who withdraw during the first two (,2) 
weeks of the quarter will recei ve a t uition re fund of 50% of the charged tuition for the period. Students who 
withdraw during the third week of the quarter will receive a tuition refund of 25% of the charged tuition for the 
pe1iod. After the third week no refund will be made. Application and other foes arc non-refundable. All Title 
IV funds will be made in accordance with the mles and regulations of the US Department of Education. Return 
of funds will be based on the amount of time a student spends in school. This will be detcnuincd by the 
number of days in the enrollment period (excluding scheduled breaks of five days or more). If the percentage 
is less than 60%, the appropriate amount of aid will be determined within the allotted time frame. lf the amount 
is greater than 60%, uo re tum of monies will be made. 

3. Refund to Veterans ,\!ill be made on a pro-rata basis as required by the Veterans Administration 
and appropriate State regulator y bodies. 

4.12 What a.re the qualifications of the :financial aid officer? 

A minimum of a 2yr degree in the field is required however a 4yr degree or working toward a 4 year degree is 
prcforred. Experience may be taken into consideration. 

4.12.1 ln what activities does the financial aid officer participate to keep up to date on chang es in fomncial aid 
programs ? 

A member of WAS FAA, the state association for financial aid administrators , the FAA is to weekly 
check the lF AP, DOE, and ACICS web sites for any updates and changes concerning the FA Dept. and 
brings to the attention of the Director. 

4.13 If applicable , describe the system for counseling students regarding their student loan repa yment obligations. 

During the initial financial aid interviev, ,, the student is informed of his/her obligations and 
responsibilities in regards to taking out student loans. All pertinent repayment infonnation is also given out and 
reviewed at that time. A loan entrance interview is also completed. The student also completes the maodato, y 
Pell Grant application through the FAFSA .cd.gov website if not previously completed. 

During registration , students are reminded to make an appointment with the Financial Aid 
Administrator for any questions that arise throughout their educational career. At that time , they are also 
reminded of repayments , student loan obligations in general, required exit inten-·iews , and how attendance and 
GPAs/CGPAs, all affect financial aid. 

During the exit interview, more literature is given to the student regarding loai'is and repayment 
obligations. They are also made aware they may contact the Financial Aid Administrator even after leaving 
WVBC for advice or with questions regarding their stud ent loans . 

4.13. I What is the cohort default rate for the last three years? 

Year: 2012 Rate : 20% unofficial draft 

Year: 2011 

Year: 2010 

Rate : 19.2% 

Rate : 20% 

4.14 1f applicabl e, describe the cash discount policy and provide evidence that it has been approv ed by che Council. 

WVBC docs not have a cash discount policy. 
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STUDENT SERVICES 

4.15 Describe how the campus provides orientation for new students. 

An registration is held on the first day of the quarter. l11ere is registratio11 at 10:00 a.m.for day students and one 
at 6 :00 p.m . for night students. l11e registration is begun by the Director , who then introduces the Financial Aid 
Administrator , after which tl1e Career Services Representative is introduced. After they have talked about their 
duties and the ir relationship to the students , the Director introduces the teachers. The y talk about themselves , 
their degrees, their qualifications and experienc e, and their expectations. The Student Counsel is then 
introduced and a spokesperson disc.asses the role of that body. The College ' s regulations and mies are 
discuss ed. Statement of Understanding is read to all stud ents and they may ask any questions they may have. 
Students arc then assigned to report to mentors and discuss obstacles wh ich may prevent them from coming to 
school. Du1ing that time , they are called into the Law Library one by one, book cards are distributed , and 
payments are discussed. Th ey also recei ve a cop y of the ir grade cards with their final grades from the previous 
quarter. After the new and reentry students are finished wi th their registration, they , too, arc dismissed to their 
mentor and follow the same process as returning students .The first mentoring session by the Director is usually 
held with.in the first week of classes. This allows students some tim e to adjust to th e.ir classes and determine 
they perceive there Lo be any potential problems. Advising fonns are compl eted at these sessions as wclL 
Additionally , teachers set offic e hours so students may make appointments during those times to meet with the 
teacher on a one-on-one basis to discuss any problems occurring in his/her class.The tone of orientation is 
upbeat enthusiastic , and infomrntive 

4 .16 Describ e all academic and personal counseling services offered. 

Academically, if a student has a concern they meet with the teach er who is qualified in that field of stud y . The 
student is also assigned a Mentor during registration and the listed Department Head may also be involved . The 
Depaitemnt Head is qlmlified in their field of study. The y are considered counselors w ithin their field of study. 
Last ,the Campus Director may be involved and has the experience and qualifications to handl e most situations 
or provide contact infonnation to the person(s) or agencies needed. 

4.16.1 What are the qualifications of the staff responsible for the counseling program(s)? 

Department Heads , Mentors. and Instructors are all highly qualified individuals with significant life 
experience . In the eveut a situation is beyond the scope of a student - teacher relat ionship , West 
Virginia Business College w ill seek to provide the necessary assistance to the person or persons in 
need. 

4.17 Dcsctib e the retention program. 

WV BC seeks to retain students as follows: 

l. By explaining clearly and concisely all policies. procedures , rules. regulations , and expectations from 
die initial Admissions Representative interview , to the Financial Aid interview , followed by the tour of the 
facility by the Director , to the orientation and meeting w ith mentors , to finally the classroom policy letters given 
by each teacher on the first day of class. 

2. By reminding student at each orientation the rules and regulations. 

3. By providing advising sessions tw ice per quarter or as needed. 

4. By offering an open-door pol.icy. 

5. By closely w orking with students on payment issues and aiding them in finding as much outside 
funding as is allowed by law . 

6. By ensuring that student receive as much personal attention by faculty and staff as needed. 
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7. By working closely with students on academic probation . 

8. By providing small classes and a faculty who trnly care about the students and who are qualified to 
provide the education the students require. 

9. By offering students information about special government agencies they can go to for help for a 
variety of matters , '·Choices' ' daycare sel\lices, and bus schedules. 

I 0. By encouraging the Student Council to hold activities that will allow for a break from routine and allow 
for social interaction where students can establish friendships and support groups . 

I I . By providing encouragement for students who excel , have perfect attendance, or make a positive 
. . . 
1mpress1on m some manner. 

12. By each faculty and staff member treating each student fairl y, with respect. and as a valued individual. 

The Director also constantly makes contact with students and teachers, ensuring that they are working together 
towards a. common goal - the studcnfs education and graduation. The Director offers an open-door polic y and 
each day is making contact with students. 111e Director occasionally visits a class , which also allows students to 
observe the Director in a different setting , ,vhich permits a stronger relationship to WVBC. 

4.18 Describe employment services offered to students. 

The Career Services Representative (C SR) meets with eacl1 student in his/her last quruter. She offers 
information regarding Civil Service Test taking , WV Work Force sign ups, online job sites. and also obtains tl1e 
student's resume for future forwarding to potential empl oyers that she comes in contact with. She contacts 
potential employers weekly and calls new graduates weekly; as well. to make contact and. upda te any 
employment information. WVBC also offers lifetime placement services to all graduates. The CSR l1elps set 
up appointments to sign up for civil service e:1.ams. She encourages students to volunteer to improve their 
chances of employment. 

4.18.1 Dcsc1ibc how placement ve tifi.cation is documented. 

Employment resu.lts am documented on ACICS Tracking Fonn #6. Follow-ups are documented on the 
ninety (90) .Day Graduate Letters , as well as the Employer Satisfaction Letter. 

4.19 Describe the process used to conduct follm;,,r-up studies for graduate and employer satisfaction surveys_ 

Responses to Emplo yer and Graduate Surveys are analyzed to see where there is a need for improvement in 
technical skills and soft skills from both Employers and Graduates point of view. The goal is to maintain a 
placement rate of 80% or better. Results of Employer Sul\leys are used to identif y emp loyers' prioritjes in 
hiring in the local job market , and to identify reasons for unemplo yment vvhilc developing recommendations to 
address reasons for unemployment of graduates Graduate Survey results are used to develop academic 
programs and activities designed to address areas for improvement in technical skills and soft sk ills . 

4.20 Desc1ibe the programs of extracurricular activities , if any. 

The college , itsel[ does not utilize a prog .ram of e>.tracurricular activities. Many students have obligations 
outside the school that would not afford them the opportunity to participate. WVBC does enco urage and 
support the Student Council who holds a variety of acti vi tics. They have bake sales , picnics , cove red dish 
dinners, and also participate in things such as the annual Christmas Parade _ These are ope.n to all students, 
staff. and faculty. 

4.21 Describe any areas needing improvement in the area of relations with students. 

The College Admissions Department organizes each quarter a '' Bring a Friend To School" day , and a WVBC 
Day w'hich allows for spouses and members of the students support committee to attend class es for a day or 
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evening. Sometimes , family members are not very supportive , and thjs enabl es them to see what it is like being 
a student at WVBC. 

Award days are held once per quarter , generally on registration day , where students are honored for grade point 
averages and a variety of other acl1ievements. 

More public relations acti vities are planned. A recent blood drive co-sponsored by WVBC and Ohio Valley 
Medical Center held at the Wheelin ,g Civic Arena with The American Red Cross allowed the students to 
participate and w-ork as a group tm:vards a goal. The American Red Cross also held a Blood Drive on the 
campus of WVBC. Our students took great pride and satisfaction in this , so more activities are being sought to 
th.is end. 

Holiday activities historically are planned by the Student Council and lnstmctors as well . 
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1l1c major index ofan institution's quality is the effectiveness of its educational program. The educational program must 
be consistent with the stated mission, must be adequate in breadth and context to achieve it~ and must produce 
measurable resu lts. Another index of an institution's quality is the competence of its faculty. 111e effecti ve ness of any 
institution depends upon good teaching and upon tl1e abilit y and commitment of its faculty . 1l1e selection , orientation. 
guidance . stim ulatio n, and evaluation of the teaching staff arc among the most significant responsihili .ties of the 
administration . The faculty should actively participate in develop ing the total educational program of the instiMion . A 
third index of institutiona l qualit y is d1e resources available to instnictor s and students. h1 responding to tho questions 
below, please consult Sections 3-1-500 through 3-l- 544 of the Accredilatlon Criteria. 

Teaching hours , assignments , and schedules will vary from field to field and from institution to institution , but they 
should allow faculty tinie for adequat e preparation and professional development. The institution shall devise a plan for 
the efficient use of facuJty compet ence and time , which addresses student-teacher ratios. number of teacher 
preparations, and number of teaching hours. In responding to tho questions below. please consult Sections 3-2-100. 3-3-
200. 3-4-200. 3-5-200. and 3-6-400 of the Accreditation Criteria. 

PROGRAM PLANNING, DEVELOPMENT AND EVALUATION 

5 .1 Describe how the educational programs have been developed based on the institution· s mission. 

Educational prog rams have been develop ed with local employer needs in mind , and in cooperation with the 
Advisory Board. Programs arc developed with a broad base so as not to limit employn1cnt in specific fields. 
Many factors go into d1c versatility of our programs , such as high unemplo yment and the integration of 
gove mmentjobs in our area . Programs are viewed in light oflocal. state. and federal government regulations. 
as well as AClCS criteria . Employer demand is also a factor. 

5 .1.1 List each program offered and state the occupational and general objectives of the program. Provide an 
overview of how these programs arc delivered (i.e., lecture , laboratmy , self-paced instniction , distance 
instmction) . 

PROGRAM METHOD OBJECTIVES DELIVERY 

Business Management/ Accounting To provide the knowledge and skills to enter the business world in 
a variety of business functions . Lecture/laboratory 

Secreta1ial Sciences/ Executive Secretary To fill positions in a variety of secretarial positions and to be 
prepared in personal computer usage and communication skills. Lecture/laboratory 

Secretarial Sciences/Legal Secretary To fill positions in a legal or business office. Also , to become 
familiar with pc.rsonal compute.rs, communication skills , as we.II as knowledge of legal tem1inology. 
Lecture/laborntory 

Computer Applications/Accounting To prepare students for careers in business offices by utilizing their 
training in computer and accounting skills. Lecture/laboratory 

Computer Applications/Secretary To prepare students for careers in busiHess offices utilizing their 
training in computer and secretarial skills. Lecture/laboratory 

Medical Assistant To fill positions of trust and responsibility in an office setting. Students obtain 
knowledge in managerial and secretarial classes. Lecture/laboratory. 

Offi.:e Administration/ Paralegal To fill positions oftlust and responsibility. Emphasis is placed on 
legaL ma.nageriaJ, and secretarial classes Lecture/laborator y 
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Business Administration/ Computer Applications Accounting To fill positions of trust and 
responsibility in entry level to middle level management. Emphasis is placed on computer and administrative 
skills.Lecture/laborator y 

Business Administration/ Computer Applications Secretary 

To fill positions of tmst and responsibility in entry level to middle level management Emphasis is 
placed on computer , administrative, and secretarial skills. Lecture/laboratory 

Nurse Assistant Patient Care Aid 

To provide students with the skills and knowledge to perfonn both clinical and. administrati ve functions 
in a health care facility. Lecture/laboratory 

Computer Support Specialist 

To provide students with the skills and knov,,Jedge to perfom1 admm1strat1ve and clinical functions with 
infonnation technology. Lecture/Laboratory 

5.2 Identify who is responsible for the following at the campus. Dcsclibc their academic and/or experiential 
qualifications for this position: 

5 .2.1 Overall administration of all academic programs. 

Dircctoij{b)(6) n1as a BS in accounting frotn Alderson Broaddus University and several hours 
toward his MA in Strategic Leadership. Mr.~b)(6) I is a former Bank CEO at Barbour County Bank and 
Flagstar Bank, past manager of Fisher Auto parts. Rite Aid and Reidboard Brothers. Mr. ~b)(6) I is a fonner 
politician and has owned an1 operatld business ventures throughout his life. He has been a college teacher and 
.Financial Aid ManagcL Mr. b)(6) is a fonner Director of the Barbour Co. Histmical soci.ety and life .member. 

5 .2 .2 Administration of each academic program offered. 

The Campus Di.rector maintains oversight of each academic program . WVBC docs pubJjsh four 
depa1tment heads to guide our fom pillars of education ; legal, medical , business , IT . lo. addition. we publish a 
program administrator for Surgical Technolog y. This person reports to the medical department head. 

5.3 Describe the role of the faculty , administration , and others in establishing the educational programs . 

At faculty meetings , all teachers are encouraged to submit suggested changes , additions , or deletions of 
programs , or any portion therein. Once a faculty member prepares a suggestion, it is then submitted to the 
Director. lf it is a-pproved by the Director, it is then submitted to Corporate Offices . Once it is decided whether 
to accept or deny the suggestion. then an email is sent with an explanation and that email is then attached to the 
suggestion on file. ll1e acceptance or denial is later discussed at a faculty and/or department head meeting. 

5.4 Describe how the educationa) programs reflect the needs of the students and the community. 

Through help-wanted ads , community input. student input, and an evaluation o-flocal businesses. the 
college features educational programs which teach skills that are in demand. TI1rough help-wanted ads alone, it 
is apparent that this area is i11necd of medical office administrators , computer operators, and all types of 
business/accou ntjng associates , as well as ,;veil-trained persons to work in the legal field as assistants , 
secretaries , aod paralegals . Also sustained contacts through the CRS office , and direct calls into the College 
seeking employe es has been a significant factor is the College 's measurement of successful employment of our 
graduates. 

5 .5 How arc provisions made for individual educational differences among students? 
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Initially , a new student , upon meeting wi th the Financial Aid Administrator , is given an entrance evaluation that 
shows his/her weaknesses and strengths academically. Following the evaluation each new student meeting with 
the Financial Aid Administrator goes through a thorough inte1view and completion of the necessary financial 
fonns unique to each student ' s circumstances. After orientation , each new student is met with by their mentor 
who discusses individual needs, goals, barriers , and so forth. Adv ising forms are done at that po int and at any 
point throughout the student· s educational career at WVBC by any faculty or staff member who meets with 
them . Teachers are assigned students co mentor and meet with these students fonnalJy at least twice per quarter 
to estabhsh a relationship and seJVe as yet another contact person to e.nsure-that the student is making 
satisfactory progrnss and to guide that student in the proper direction. Each student is treated as an individual. 
both in and out of the classroom; thus, each department faculty , and administration cater to the student" s 
individual differences and needs. Evenjng classes are Monda y, Tuesday. and Thursday. (Wednesday is 
traditionally church night , so WVBC tries to accommodate) Generally , WVBC Fonn -1 begins the basis of 
action regarding individual educational differences and uniq ue needs of our students. 

5.6 HO\v are the community resources utilized to enrich the programs? 

The college -considers the diverse experience and know ledge ava ilable through its Advisory Board , which is 
composed of business , prof ess ional , and political leade .rs. [t also rel ies heavi ly on many other business leaders , 
entrep reneurs, and profess ionals to pr ovide infonn.ation and advice through such events as Career Se~ice 
Seminars and individual class gues t speakers. Voluntcerism is encouraged by the college as well , so students 
may gain experience allowing them to be more marketable upon graduation. Teachers also make-regular field 
trips to local businesses , librari es, hospitals , and courthouse libraries to utilize their resources and 
infonnationma y gain experience allowing them to be more marketable up011 graduation. Teachers also make 
regular field trips to local businesses, libraries. hospitals. and courthouse libraries to utilize their resources and 
in fom,ati on. 

5.6.1 Describe ho\-V the utiliz.ation of these resources is documented. 

Fom,s are filled out and filed for Guest speakers. Field trips , lntemships. 

5.7 Describe the policy on the responsibility and authority of faculty i11 academic governance. 

Grievance Procedure a. FIRST STEP - Any student with a grievance or complaint may request m, individual 
conference with the k:achcr. b. SECOND STEP - If a satisfacto1y resolution to the problem is not reached by both 
parties , a conference is then held with mentor. c. THIRD STEP - lf the previous steps have not solved the grievance 
within 48 hours of the incident , the agg1ievcd party must schedule an appointment and present to the Director all facts 
of the grievance in writing. West Virginia Business College- · A World of Opportunity Page 26 of 56 Within 24 hours 
of the receip t of the written infonnation, the Di rector will schedule a Grievance Committee bearing. 111c time of the 
meeti11g wil.l be communicated in writing to all parties. The Committee will consist of the Director and tv,10 staff or 
faculty members oot involved with the incident in question . All persons involved with the incident must be present at 
the time of the hearing. All parties involved will be given the opportunity to discuss the grievance. The Grievance 
Committee ,.viii excuse all partie:, involved in the grie vance and immed iatel y re.view and co11clude the case . The 
decision of the Committee will be communicated to those involved in the incident within 48 hours. The Committee's 
decision will be final , and the stude.nt agrees to abide by the committce·s decision. The Accreditil1g CounciJ for 
Independent Colfoges and Schools (ACICS) provides comp laint proc edures for the filing of complaints against 
accredited institutions. ACICS requires that tbe complainant WR hav e exhausted all complaint and grievance 
procedures pro vided under the institutional polic y . Should such a complaint be filed , ACICS will review the matter to 
determine whether there ma y have been any violation of its criteria and standards. and can take action only if it 
detennines there to have been such a vio lation . ACICS can be contacted. 

5. 7.1 How was the academic governance policy communicated to the faculty? 

It is posted throughout the buildings on vatious bulletin boards as well as given to instmctors at the 
time of acceptance of hire. 
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S .8 ls there a detailed syllabus on tile for each course? 

Yes, each course has a syllabus on files as well as posted in the classroom. Grading standards , an outline of the 
progress to be made through the text, and other necessary i11fom1ation is found on each syllabus. Also, each 
teacher receives a copy of the syllabus for each class they teach . Syllabi are developed at tbe Main Campus 
through suggestions from staff and/or facltlty at both campuses. Suggestions for changes , updates, and so forth 
cm1 be made at both campuses, however. Syllabi are revised whenever: a) a class is updat ed with 11ew materials 
or machines. b) a new text is acquired, or c) suggestions from staff or faculty concerning the syllabi are 
adopted. 

5.8.1 How are syllabi developed? 

Syllabi are developed at the Main Campus through suggestions from staff and/or faculty at both 
campuses. Suggestions for changes. updates , and so forth can be made at both campuses , however. 

5.8.2 How often are the syllabi revised? 

Syllabi are revised whenever: a) a class is updated with new· materials or machines. b) a ne\\' text is 
acquired , or c) suggestions from staff or faculty concerning the syllabi are adopted. 

5.8.3 Describe the process for revising syllabi. 

Syllabi are develo ped at citbcr Campus through suggestions from staff and/or faculty at both 
campuses. Suggestions for changes , updates , and so forth can be made at both campuses, however. Once a decision has 
been made with adequate supportive documentation , the Campus Director will submit change to the Genera} Manager 
for final approval. 

5.8.4 Hov,7 are out-of-class assi1::,mments. if applicable, incorporated in the syllabi and how are they evaluated? 

As noted in the syllabi there is 2 hours of homework for each hour oflecture. An IRP (or Independent 
Researc h Project) project is i.ocorporated in the syllabi for each class that requires , the equivalent of the homework 
requirement. ]RP projects arc individually calendared my instructors and va:rious classroom settings.Ultimately , the 
evaluation of the project will be at week 8 of any given 12 week quarter. 

5.9 Describe any intems.hip/extemship programs, indicating name of program, procedure , and person(s) responsible 
for the oversight of these activities. Have both the campus and the practicmn site signed an agreement outlining 
the arrangements oftnc intemship/cxtemship? Describe the contents of the agreement. 

Students in Office Administration M.edical Assistant - Emphasis on Surgical Technology complete within the 
program , ten total observations at local hospitals , clinics , docto r offices, and surgical centers. The student is 
required to fill out and submit several fonns used throughou t tbis process. l11ese forms consist of: 

A Weekly Perfom1ance Fann 

1l.1is fonn is signed by the on-site administrator of the medical facility. 

A Student Observation Fom1 

ll1is form is signed m1d submitted by the student to the class instruct.or. 

A Dai Iv Time Sheet Forn1 

Ill.is fonn is signed by the on-site adm.inistrator of the medical facility. 

A Evaluation Fonn 

TI1is form is signed by the on-site administrator of the medical facility. 

A Intern.ship Code of Conduct 
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This fonn is signed and submitted by the student to the class .instructor. 

5. IO Describe the methods utilized to evaluate and revise the curricula. Identify any differences in these procedures 
among various programs. 

Based on input from facul.ty
0 
the department heads , the staff , student satisfaction surv eys, the Career Serv ices 

Representative , and constant contact between the Director and the book publishe r (which ensures that the 
college is aware of the most up-to-date and latest editions) , the curr icula is kept up-to-date . 

Suggestion fonns (fonn 115) are used if the need arises to implement a new text. class. program , and so forth. 
These are submitted , eventually , to the corporate office for appro vaJ or denial. Jf t he Career Services 
Representative , for example , through contact with potential employers, receives a request .for a studcnUpotcntial 
employee to have Word Perfec.t skiUs, she would then submit a suggestions fom1 in regards to this matter. 

There are no differences among programs with regard to cunicula revision or evaluation. 

Advisory board members are not directly used in the evaluation or revision of cunicula.. Howe ver , at regular 
meetings. the Advisory Board is continuall y asked for input on these issues . 

5. I 0.1 If advisory boards are utilized. list board members and tl1eir qualifications. 

BN, ChiefNursing Officer , Peterson Hospital 

J.D. , Attorney , Safcsak Law Offices , PLLC 

.P.S., Williams Lea , Inc 

M.B.A.. flnanco - Founder , Computer Clinic Cybcr Dimension 

.S. Phys. Asst. - UPMC ~ Pittsburgh. PA 

J.D ., Attorney at Law , Bench Law Offices , PLLC 

.N., B.S.N .. Bishop Hodges Continuous Care Hospital 

B.A. , M.Ed., L.S.W. , Founder. S Case Co 

M.Ed ., M.B .A., Ph.D. , University of North Texas 

5 .11 How v,·a:; the length of each program detennined 'l 

The length of a program is determined by establisbjng th 0 numb er of credit hours which 
eme rge from an analysis of cours es needed for a solid coverage of the skills . Each 
student is assigned approximatel y betw een tw elve ( 12) and sixteen ( 16) quarter hours of 
cou.rsework per quarter. This has proven to be consid ered a '"full course load. " Dividing 
si:\.teen ( 16) into tl1e total numb er of quarter credits needed gives the number of quart e rs 
that are typically required to graduate. 

5.12 Do any programs include training by a third party ? If so. please explain. 

No current programs require this at the Nutter Fort Campus. 

5 .13 ls Ii censure or other certification required for persons employed in any program areas offered? 

YesO No~ 

5.13 .1 If yes, list specific skills that students will need to acquire in order to be licensed or certified and ho,\ 
the cunicnlum provides for attainment of tbcsc skills. 
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5 .13 .2 Desc1ibc any app1icable examinations and the pass rate on each of these exams. 

NIA 

5.14 If applicable. share details on any program that requires specialized programmatic accreditation to obtain entry­
level employment or licensure by the st.ate in which the campus is approved. (Include name of the program and 
name of the specialized agency.) 

None 

5.14. l Explain the current status in holding such accreditation. 

NIA 

5.14.2 How have students been notified of this requirement and how it affects their employability following 
program completion? 

NIA 

5.15 How are appropriate cow-se seq·uenciug and prerequisites detennioed'! 

Course sequencing and prerequisites are dctennincd by analyzing the relative difficulty of courses and the 
need for the use of one skill prior to the use of another. The knowledge or skills in such basic courses 
as Medical Tem1s [, Acc0tmting I, and Windows are obviously required before students can move on to 
a more advanced level in that .field. Curricula are stmctured in a way as to allow the student to progress 
from the least difficult level to the most advanced level by taking the required prerequisites. These are 
listed on the syllabi and in the catalog. 

5. 15.1 How is the curriculum stmctured to ensure an increasing level of difficnlty as the student progresses? 

Department Head and faculty members are constantly encourage d by the Directo r to submjt suggested 
changes on a Suggestion Form (Fom1 115). They can, at any time, detcnninc if they would like to see a 
new class , new teKt. new program, or so forth. The student and graduate satisfaction surveys show that 
the college takes into consideration any recommendation by any of these current or previo us students . 
There is evidence of follow-up as well in the ninety (90) day satisfaction letter which comes to the 
Career Services Representative. She then may detennine if a suggestion fonn needs submitted .in 
regards to a suggestion made by a graduate. The Director , upon review of the Staff and Faculty 
evaluation results , may make a suggestion as ,veil. 

5 .16 How is the need for curriculum changes detennined? 

Need is based on our areas of outreach. Surveys , Employment surveys , contacts with employe rs, paying 
attention to economic trends in our geographic area.In addition , infonnation is gleaned from department 
head meetings , faculty meetings , advisory board meetings. Generally, these meetings are comprised of 
experts "in the field" and information and subsequent change is conceptualized at that point. 

5.16. I How are faculty members involved io curriculum evaluation and revision? 

As explained above, faculty members are given the ability to continually evaluate and suggest revisions 
at any juncture. 

5. 16.2 How does the campus utilize follow-up studies of its graduates and employers to assist io curriculum 
evalnation and revision? 
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Gen.eraUy, results of those studies 0 ect, are placed in the Campus CEP for tracking and trend evaluation. 
We utilize surveys, phone calls , employe r contacts, personal visits to ensure adequate infonnation is 
provided before action is taken to eval uate and revise eirriculum 

5.17 What curriculum changes have been made during the last three years? 

WVBC has not had significant changes over the last period of accreditation. Upon review of the submitted 
AC A's. you will find changes to our Surgical Technology prog ram., our Medical Assistant program , and 
our Computer Applications program - now called Computer Support Specialist. In addition, \VC have 
streamlined all programs to become compliant in both ClP and SOC code requirements, and gene.-ally 
upgraded our course offerings to better serve our students_ 

5. I 7. I What changes are contemplated for the ne:-.'1 three years? 

WVBC would like to finish a study on the viability of our diploma programs for possible 
discontinuation . In addition, ,ve would like to begin a study on the feasibilit y of a 12 month Business 
Administration diploma program weighted similarly to our Medical Assistant program. 

5. 18 How does the campus detennine the appropriate alJ ocation of contact time among lecture, laboratory. and 
intem/cxtemsh.ip activities? 

West Virginia Husincss College determines from experie nce and instnwtor input that approximatel y 67'% 
of ea.ch "machine" course contact hour, computer and keyboard courses , is taken np by lecture and 33% 
constitutes laboratory time. Thus , in the 48 hours ofnonnal course , 32 hours are Jecture and 16 are lab. 
Therefore , 32 lecture hours divided by 10 (per ACICS criteria section 3-1-51 5) equa ls 3.2 lecture hou:rs. 
The 16 lab hours divided by 20 equals .8 lab hours. This brings the total credit hours to 4.0. 111e non­
machine courses arc basicall y lecture courses and are still listed as traditional 4.0 credit hour courses. 

5.1 ~. I How does the campus monitor the number of contact hours completed for each course? 

Updated Academic Credit Analysis spreadsheets, as provided by ACICS provide the appropriate 
monitoring tool. 111c General Manager of West Virginia Business College in conjunction with each Campus 
Director ensures compliance in this area . 

5 .19 What are the procedures for developing the application of the U.S. Department of Education· s definition of a credit 
hour (as required in Section 2-2-503 of the Accreditation Criteria)? 

Section 2~2-503 of the ACICS Criteria referenc.es termination of programs and not the definition of a credit 
hour. We believe the Criteria references credit hour fonnulation at 2-2-50 I (a) and (b). 

For purposes of a response. West Virginia Business College will measure and award credits using qua1ter credit 
hours as its unit of credit. TI1e institution operates on a quarter tenn calendar year. A Quarter is Io~ 12 weeks in 
length. WVBC mvards quarter credit hours for financial aid and for academic purposes. As such, the number of 
hours required to successfully earn a credit varies by the type of course. Specificall y, a quarter credit hour is 
equivalent to a minimum of IO clock hours oflccturc: 20 clock hours ofJaboratory; or, a combination of tl1e 
two. TI1c award of credit hours for lecture courses also assumes appropriate out-of-class learning activities , such 
as read ing, field trips, the information research project, internship obsenrations and similar activities , to support 
the credit awarded for courses. We note that the number of credits for financia l aid pu1voses is calculated using 
a diff erent fonnula and therefore may vary for financial aid purposes. 

5-19.1 Where are the procedures published'! 
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Page l O of the West Virgi11ia Business College Catalog 

5 .20 How· docs the campns detcnnine the appropriate scheduling of classes in relationship to the needs of the 
students? 

The college attempts to schedule classes according to the need of the student body. This is completed through 
such means as advising fonns , mentoring sessions , and tl1e studying of student demographics . Examples 
include : scheduling day clas ses dming public school hours in order to accommodate mothers, which make up 
the majority of our students; scheduling 11ight classes in order to accommodate working students and allow 
them the opportunit y to eam an education. ln addition , students are given an anticipated graduation date on the 
application. The school makes every attempt to see to it that this date is met , unJess a student does something to 
put themselves out of their "block' ' This coul d inc.lude, but is not limited to, the transferring .in of classes , 
failing a class , and/or withdra w ing for any length oftime. 

5 .2 l lf applicable, desc1ibe the method used to evaluate and award academic credit to students who demonstrate 
subject competency based on academic, occupational , or personal experiences. 

West Virginia Business College has no such methodology or practice of evaluation 

INSTRUCTION AND FACULTY 

In responding to the questions below. please consult Section 3-2-200, 3-3-300, 3-4-J00 , 3-5-J00 , and 3-6-500 of the 
Accreditation Criteria. 

5.22 Describe how physical facilities , equipment , and resources are used to enhanc e classroom instruction. 

Physical Facilities: The Nutter Fort Campus is adequate space to hold approximately I 00 to 125 students on 
any given day and evening session. The space is acccssibJc to all. 

Equipment: 111e campus allo·ws for enough computers , so students in a class do not have to share their time on 
the machine. This allows for better instruction and comprehension ~ because the student can immcdjately apply 
the concept or technique. For unrestricted use by the teachers , the campus has a large screen television , 
wireless internet capacity, a 

DVD player. and an overhead projector . 

Resources: The campus maimains a library , which contains te:\.1S related to subjects taught , as well as general 
reference materials. For paralegaJ students , WVBC has 

obtained an e:--.1ensive Legal Reporter collection used for student research. In addition. 

there are a variety of general reading materials and periodicals for both educational and leisure reading . 

5.23 How are learning materials selected? Desc.ribe ho,'\1 instnlctional procedures and materials are evaluated to 
determine their effectiveness. 

As previously explained. a teacher submits a suggestion fonn to the Director. If 

approved, it then goes to the Corporate Office for confirmation. This is standard 

procedure to follow in submitting suggestion forms. Staff and faculty arc encouraged to submit the necessary 
fo1tns for suggesting learning materials. 

The Directors from both campuses are sent sample copies oft e>..'ts. Once they have reviewed them, they are 
then passed onto the teachers. Any suggestions are made at that time, if it i.s deemed necessary or desired. The 
materials arc ultimately chosen by administr ation at the main campus , with regard to pertinence. clarity , and 
competence: also , how it aids in departme nta l library development. 
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Describe hov,1 the campus ensures that students have access to approp1iate learning materiaJs (e.g. , textbooks , 
laboratory equipment). 

All textbooks are purchased by the college and are on hand for students to purchase in a timely manner. 
Occasionally. there will be books on backorder , but this rarely happens due to the advanced order planning . 
Lab equipment is provided by the school and is tl1c same equipm ent that is used in the classrooms (such as 
computers). These are available to the students to use for extra practice or research anytime class is not in 
session ~ also, students may use the library computer (if the Internet is required). The hours of availability are 
the same as the school hours: Monday , Tuesday , 1lmrsday- 7:30 a.m. to 10:00 p.m.: Wednesday - 7:30 a.m , 
to 5 :00 p.m.: Friday- 9:00 a.m. to 4:00p.m.; and Saturday - 9:00 a.m. to 1 :00 p.m. 

5.25 Describe how the campus ensures that it maintains appropriate licenses for computer software and how it 
eJ1sures compliance with copyright laws. 

This issue is generally handled by the Wheeling Main Campus . Generally the procedure is for any computer 
teacher who becomes aware of an expired license to submit a repair order to the Di rector. The memo is 
immediately reviewed for appropriate action by the Wheeling Main campus - in consultation with the General 
M:inager. 

Copyright infringement is against the law. WVBC docs take adequate measures to c11Sure this stipulation is 
adhered to by all faculty, staff , and administration. To this end , a sign is posted at various places throughout the 
school stating that ' ·no copying of materials protected by cop yright laws is allowed.'' 

5.26 Who is responsible for faculty orientation? 

ll1e Campus Director is responsible for faculty orientation. 

The Director completes a training session with each teacher as they are hired. The 

teachers are given "T " (for Teachers) pages, ·which outline the procedures they are to adhere to according to 
WVBC internal as ,veil as ACICS standards , as well as the rules and regulations of the scllOol. 
Teachers are encouraged to review the school catalog online , which covers the programs and student­
based 1ules and regulations. Teachers are also required to attend faculty meetings that are held on a 
regular basis throughout the quarter, and an ln-Sen,ice training seminar held the day of orientation each 
quarter. 

5.26.1 Describe the orientation of the faculty to the campus. 

The Campus Director is responsible for faculty orientation. 

TI1e Director completes a training session with each teacher as they are hired. The 

teachers are given·,'' (for Teachers) pages, wh.ich outline the procedures they are to adhere to 
according to WVBC intemaJ as well as ACICS standards , as well as the mies and regulations of the 
school. Teachers are encouraged to revie,v the school catalog online , which covers the programs and 
student-based rules and regulations. Teachers are also required to attend faculty meetings that are held 
011 a regular basis throughout the quarter , a11d an In-Service training seminar held the day of ori entation 
each quarter. 

5 .27 How does the adntin.istration detennine the qualifications of a faculty member to teach a partict~ar course? 

Files arc kept for each teacher that includes a list of the courses they an:: able to teach. This is dctcm1incd by 
examining their official college transcript and any documented work-related expe1iencc. Teachers are 
assigned classes that they are qualified to teach. The institution does not emplo yee non-degreed 
teachers . 
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The College has no such issue to describe. All faculty hold relevant degrees per ACIC:S Criteria 

5.27.2 How are the qualjficati.ons doctm1en.ted'1 

Relatedly. no qualifications exist 

5 28 Describe the procedure for collecting official transcripts. for qualifying credentials and/or those listed in the 
catalog , for faculty members. 

As part of the hiring process , all teachers arc roquired , (within JO days) , to supply tho college with an official 
transcript. If this is not accomplished, the teacher is not rescheduled for classes. TI1erc arc no teachers 
at this time that official transcripts are not on file. 

5.28.1 If there are faculty members whose official transcripts are not on file, document what efforts are being 
made to obtain them , Please include any unique circumstances that may impact the ability to obtain 
such transcripts (such as political instability. institution closing , etc.). 

There are no teachers at this time that official transcripts are not on file. 

5.29 In what ways does the campus evaluate instruction? 

The institution evaluates teac hers through unannounced visits by the Director. At the discretion of the 
Director , other facult y members and/or department heads may also visit and do peer eva luat ions . 
Teachers are also evaluated after 90 days of employmen t by the Director, who completes an advising 
fom1 (Fonn 77). TI1is fonn lists both positive and negative comm ents, as well as areas that need 
improvemen t and suggestions for that improvement. Also , any advis ing fonns for the q·ua.rter that have 
been placed in the instructor ' s file are reviewed. Students evaluate their teachers during the Staff and 
Faculty Evaluations completed each quarter. Students are urged to write any additional comments 
regarding their teachers. Also , .Pre/Post tests arc given and evaluated. Depencting upon the percentage 
increase , the reacher meets with the Director, if necessary , at the beginning of the followi ng quarter to 
discuss any unsatisfactory results. If necessal} 1, an action plan for impro vement is developed . 

5.29.l What systematic processes are in place to enhance and promote teaching effectiveness? 

Generally , a meeting schedule - each effective in enhac.ing and promoting effectiveness. Such regularly 
scheduled meetings as a quarterly faculty in.service, regular quarterly evaluations, weekly meetings, 
ACICS faculty development plans also serve as an excellent enhancement resource. 

5.30 What is the system in place to ensure that annual faculty development plans are on file for each member of the 
faculty and signed by the faculty member and his/her supervisor? 

Upon empfoyment or at the beginning of Ja.nua1)', whichever comes first, oach teacher is to fill out a 
new Fac,tlty Development plan. All seminars , In-Service, and any group webinars are recorded on the 
form. and supported by backup documentation. This is done by the placement of the certificat es 
completion in the teachers ' file. If the development takes place on a persona l level or outside the 
institution , it is the responsibility of the teacher to provide the Director with things such as certificates, 
certifications. updated transcripts, from other institution ' s, and so forth. At the review stage , it is then 
detenniucd if any outside documentation is needed. 

5.30.l How are the activities on the plan dctennined? How docs the campus ensure that the plans are 
individualized for each faculty member? 

The Director and teacher discuss the activities and how they will enhance tho their teaching and or the 
learning experience of the student. 

5.30.2 How is the plan implemented ? 
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A written action plan is produced from the meetings betwec_11 a Campus .Director and an instructor , 

5.30.3 How ofton is the plan reviewed? 

Plans are reviewed quarterly. TI1e College understands this 1s a yearly minimum requirement. A 
qua1terly review simply wo,'ks better within the context of the College calendar. 

5.31 Describe how the campus ensures that all faculty complete development plans. 

TI1is responsibility rests with the Campus Director , "vho follows up with faculty to detennine if they have acted 
on their plan and to adjust accordingly or document the completion of their development in the 
personnel file . 

5 .31. I Ho\V are the activities documented by the campus? 

Meeting minutes , summaries , social media postings. and photographs 

5.32 Describe the program of in-scniicc training for the improvement of instruction and curriculum. 

Videos and guest speakers comprise the majority of the In-Service training for the institution. It revolves 
around pertinent issues that will help teachers in the classroom. They provide teachers necessary tools 
to assist student who may present a need. 

5.32.l List the schedule for the next 12 months. 

• October 2015 - Law Enforcement and the Clearv Act 

• January 2016 - Student - Teacher Relations Workshop and Discussion Board 

April 2016 -Drug Policy Revie w ru.1d Discussion Board 

July 2016 -Instrnctional Mothodology and Classroom Planning 

5 .33 Describe how the administration documents professional growth for full- and part-time faculty members. 

Professional growth is documented by certificates of participation or transcripts kept in the teacher·s personnel 
file; also, included are attendance at Wcbinars which usually include an attendance printout on the computer: 
club memberships both personal and professional. which may be documented by a printout or membership 
card) ; subscription to magazines which may be documented by the actual mailing label and/or printout/copy of 
the magazine· s covet ; and the like. This is requirement for aU instructional staff. 

5.34 Describe the frequency , content, and documentation of faculty meetings. 

Faculty meetings are mandatory for teachers each week. A minimum often ( I 0) facttlty meetings take place 
within any twelve week quarter at West Virginia Business College. The minutes are taken at each .meeting, and 
printed up by the Administmtive Assistant A file. record exists of these meetings and they are housed i.n the 
required fire-proof filing cabinet. Meetings generally consist of a review of T-pages, WVBC catalog , a 
discussion of "at risk' ' students , and input on how to help these students , reminders about upcoming events, 
schedules, rosters, as well as tl1e general development and improvement of the student body and College as a 
whole. Occasionall y, there will be handouts from publications such as the Professor , the Master Teacher , and 
relevant infonnation that has been downloaded from the Internet. 

5.35 Dcsctibe the plans for ongoing improvement in curriculum and faculty. 

Free classes at WVBC arc always available to its instructors. This adds to their transcript and familiarizes them 
with the curriculum at the College. Subject specific professional growth opportunities are sought through the 
intemet , publications. local announcements , various media , as well as word of mouth experien ces . ln add ition. 
Webinars are made available to instructors when pertinent infonnation is found. This allows the instructors the 
ability to view new concepts and products at their convenienct:. l1le College continues to seek and lure the 
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most qualified candidates as instructors . A diverse group is sought , so experience as well as education is 
considered when hiring. WVBC , as is our continua) plan of development. has alwa ys sought innovative talent 
regarding the instruction of our students. 

5.36 What are the nom1al teaching loads , number of field preparations. and number of sub.iect preparations for full­
time and part-time instmctors at the campus? 

The norma1 teaching load is four (4) hours ofinstmction per day per each teacher . No teacher may be required 
to have more than three (3) prcparat io-ns in different fields ofinstrnction , nor may they exceed five (5) 
preparations within the same field. TI1e average number of preparations varies between two (2) and 
three (J) per term. No teacher may exceed the instructional load specified by AC1CS. 

5.37 What is the student-teacher ratio , for each program area , at the campus? 

TI1e student-teacher ratio overall is approximately 6.5: I throughout the year. 

OCCUPATIONALASSOCIATE'S,ACADEMICASSOCIATE'S,ANDBACHELOR'SJJEGREEJNSUTU110NS 

5.38 Descsibe how the general educaticm courses offered by the campus contribute to the development of the student. 

General requirement classes such as Mathematics. Psychology , Oral Communications , Interpersonal 
Communications , and Literature/Composition are integrate d into their programs to help students hone basic 
math 0 wri ting, and verbal skills that will enable them to wo rk in any busin ess env ironment. Classes such as 
Interpersonal Communications dea l with the human relations aspect of the business world. Oral 
Communications allows a student to ga in confidence in speaking in front of audiences, as well as speaking one­
on-one, giving them an advantage in job interviews. Math helps students understand and utilize the basic 
functions. Psychology aids students in w1derstanding differences in people and personalitie-s aod the possible 
reasons for their behavior. Lit/Comp allows students to polish the ir ,vriting a11d reading/compreh ension skills 
which allows for the written word to benefit a student in the business world. 

5.38.l Cite examples: 

An cross cinicula example would be Basic Mathematics as related to Clinical Skills whe re students 
learn specific measurements in metrics. Learning to do mathematical conversjons as learned in a Basic 
Mathematics class woul d be most helpful. 

OCCUPA 1JONAL ASSOCJATE'S, ACAD.EMI.CASSOC1ATE\\~ BACHELOR ''S,AND MASTER'S DE6'REE 
JNS'fITUTJONS 

5.39 Describe how pa1t-time faculty are utilized by the campus . 

All instructors are part-time. They are given class es according to their qualifications , both academically and 
experientially , aJ.1d in compliance with .ACICS. The y are evaJuatcd by the Dir ector tluough classroom 
visits, Staff and Faculty Evaluations , and general interaction. 

5.39. 1 What percentage of the faculty is part-time? 

100% 

5.39.2 Describe the procedures for evaluation and monitoring of pait-time faculty. 

As mentioned , adjunct faculty are monitored and evaluated by the Director through classroom visits. 
Staff and Faculty Evaluations , and general interaction. 

ACAJ)EMJC ASSOC/A TE"'S, BACHELOR'S,AND MASTER'S DE6"REE JNS11TUTIONS 

5. 40 What perc ent of those subjects which are part or academic associate ' s. bachelor· s, and/or master ' s degree 
programs are taught by faculty members possessing advanced degrees as required in the Accreditation Crite1ia? 
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N/A 

5.40.1 Describe the efforts to rccniit and retain qualified facult y members. 

NIA 
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5.41 What evidence is available to indicate that the members ofthe fuculty are teaching courses which arc based on 
their major and minor academic preparation and related experience? 

N/A 

5.4 l .1 lf any faculty members teach a course outside of their academic major or minor , list their names and 
describe for each , how the administration determined their qualifications to teach their assigned 
subject(s). How are the qualifications documented? 

NIA 
5 .42 Describe how the campus ensures that there is sufficient enrollment in the second year of a two-year program or 

upper division courses in baccalaureate degree programs. 

N/A 

MASTER'S ANIJ DOCTORAL DEGREE INSTITUTIONS 

5.43 Describe the oversight committee who has the responsibility for deveJoping , modifying , and maintaining each 
graduate program. 

N/A 

5.43.1 How often does the committee meet? 

NIA 

5.43.2 What documentation does the campus maintain to evidence the role of this comm ittee in the 
development of the program(s)? 

DOCTORAL DEG~EE JNS11TUTfONS 

5.44 What evidence is availab]e to demonstrate that the members of the faculty are experts in their field of study in 
which they are assigned to teach? 

NIA 

5 .45 Describe how the campus encourages its faculty to engage in practical or scholarly research and to publish i11 
professional journals. 

NIA 
5.46 Explain how the core full- and part-time faculty is effective in ensuring the sound direction and development of 

its doctoral degree program(s). 

NIA 
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Each institution must provide an environment that is conduci ve to good instmction and learning and that supports the 
educational program s offered by the institution. The adequac y of the environm ent is assess ed against the demands made 
upon it by the curricJJlum, faculty. and students. In responding to the questions below, please consult Sections 3-(-600 
through 3-1-602 of the Accreditation Criteria . 

6.1 Desc.ribe how the buildings , classrooms , equipment , fum iture , and surroundings mee;t the needs of the campus 
in size and scope . 

The building as specified earli er is large enough to support the number of students and faculty . It is sufficent to 
handle over 100 students in size , equipment , parking , and class size . 

6.1. I Describ e how the facility in complianc e with all applicable federal , state , and local codes for occupanc y 
and safety? 

The facility meets all standards for the State and .Federal reulations for fire. saftey , and access As 
approved by the town of Nutter Fort and the State ofWest Virginia . 

6.2 Does the campus utilize a campus addition or additional space ? 

Yes D No~ 

6.2.1 If yes, describe these locations. 

NIA 

6.3 Describe any plans to improv e the physical plant and equipment. 

West Virginia Business College has recently construct ed a nc,v medical lab. The College study was complet ed 
and construct ion began and finished within a calendar year. Medical students are currentl y benefiting from this 
ne"v medical lab . 

Plant upgrades include providing live stream access to our web page which will allow for all to see examples of 
our educational processes , our special programs. in-service possibiJit ies. increas ed visibility and a more cutting 
edge feel to our curricula. 

In addition we are in pursuit of ABA approval for our Paralegal program , Only one of a handful of programs in 
the State of West Virginia. WVBC believes our program to rank among the best in the region. Achieving ABA 
approval would enhance that program even more . 
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It is important that an institution recognize the value of "trnth in advertising'' \\1hen promoting its operations. 
Publications must be prepared and presented in a professional manner to reflect favorably upoh the institution. 
lnfom1ation published must be accurate and factual and must reflect the current status of the institution . Only the 
CoW1ciJ can accept or reject an institution's catalog , and a final decision will not be made based 011 a draft. In 
responding to the questions below, please consult Section s 3-.1-700 thrnugh 3-1-703 and Appendix C of the 
Accreditation Criteria. 

7.1 Describe how the catalog reflects the educational programs. operations , and services. 

The WVBC catalog is a professional, informational document available to all students, employees, and the 
general public on the WVBC website. It shows each progran1 in detail, and it describes each course. 
Additionally , it includes a directory of O\vnership, m.anagcmcnt, administration , and faculty. The rules 
and regulations are discussed as well as satisfactory academic progress. It describes the grievance 
policy and the steps that would need to be taken to file a grievance . 111e grading scale , credittransfer 
policy, basic financial aid sources , admissions policies , and library resources are also provided , 

7 .1. I Hov.· often is the catalog published? 

In general , the catalog has been published about every two (2) years . Catalog revisions are completed 
on an as needed basis. In addition , quarterly updates to reflect faculty and staff revsions are published 
as needed. 

7.2 How does the campus ensure that all enrolled students receive a copy of the campus catalog? 

All students are given the website address and urged to read the catalog on line. Any student who 
requests a printed copy will be given one. If students do not own a computer , they can access tl.ic 
catalog on school computers whon class is not in session. 

7.2. l What other publications are provided to enrolled students ? 

No other official publication is offered. 

7.3 Describe the advertising and promotional literature. 

A majority of all advertising completed by WVBC is through television , radio , or the newspaper. TlJere is also 
a ge11eral brochure available for the college. These are distributed to businesses , ltigh schools, prospective 
walk-in applicants , and the occasional job fair. This brochure. however , is not used as a mass advertising tool. 

7.4 Describe any plans for changes in publications. 

The online catalog and website are updated when substantive changes occur. An upgrade 

to the OAMAHHA program will be published once correspondence is received from ACICS. 

7 .5 If applicable, describe how· the courses are numbert:d and identified in the catalog to indicate that advance work 
is offered and based upon the appropriate prerequisites. 

At present we are not enacting plans to change our publications. 

7.5.1 How does the catalog explain the course numbering system? 

As shown in the catalog, each course offered by the college is identified by a five-character code. ll1e 
first two (2) alpha-characters are an abbre viation representing the discipline area of the course. The 
first digit represents the level at whi"ch the course in generally offered and the degree of difficulty. The 
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last two (2) digits indicate a unique course title sequence, but it does not necessarily imply a sequence 
of classes within a discipline. 

7.6 If applicable. describe how and where the catalog identifies the general education courses required in a 
program. 

For each course description in the catalog, the required course for each program is listed; including the general 
education courses. TI1ese are described in detail under '·course descriptions " in the catalog. 

7. 7 Describe the published perfonnance infonnation concerning student achievement. 

Criteria section 3-1-704 states that Institutions shall routinel y provide reliable information to the public on their 
perfom1ancc. including student achievement as detcm1ined by the institution.To that end, West Virginia docs 
publish both our annual retention and placement rates as established through the CARrepo1tlng calendar year . 

7. 7.1 Where is the campus perfonnance acl1ievement information published? 

Tho retention and placement rates arc published annuall y in the West Virginia Business College 
catalog. Specifically on page 11. The catalog can be accessed through the West Virginia Business 
College website at www .wvbc .edu 
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LIBRARY, INSTRUCTIONAL RESOURCES, AND MATERIALS 
1l1e instnictional resources , audio visual teaching equipment, and instructional materials sha!J be adequate to serve the 
needs of the institution's educational program. The effectiveness of the library or learning resource center is of the 
utmost importance for institutions. Its collections should be appropriate and adequate to support the educational 
programs. 1l1ey should be used by both students and faculty. TI1e librar y or learning resource center should be 
organized with the educationaJ needs of the panicular institution in mind. The acquisition of mat erials should reflect the 
changing and developing trends of the business and technical world. In responding to the questions below , please 
consult Sections 3-l-800 , 3-2-200. 3-3-400 , 3-4-400, 3-5-400. and 3-6-700 of the Ac creditat ion Criteria. 

FOR ALL INSTITUTIONS 

8.1 Explain hmv the instructional resources serve the needs of the educational programs_ 

Many texts within the library relate to 1he courses currently t.a.ught. Because of this , 
students may find additional infonnation to allow for a better understanding of a course 
they are taking . The faculty is encouraged to submit suggestions as to texts , reference 
books , software , videos , and so forth they would like added to the library. The 
suggestions arc then considered and investigated by the Library Committee. If the 
suggestion is deemed sound and worthwhile to the students. a check request is completed 
and forwarded to the corporate office , and the purchas e is made if approved. 

WVBC has no contracts or agreements with outside libraries or resource centers. In the 
·past, the Harrison County Law Librar y has donated a numb er of Law books to th e 
school's library. Regular research field trips are made giving students hands-on training 
in a law library . Public libraries in the area also provide resourc es that our students 
utilize through research field trips. LocaJ libraries arc familiar with WVBC and its 
librarians are more than willing to assist our students in any way possible. In addition. 
the Harrison County Library in Clarksburg has subscribed to Lexis Nexus, and will assist 
any students ; especially our paralegal stud ents, in its use. l11e Library Committee meets 

each year to revie w input , suggestions , and librar y resource requests from faculty. Upon 

dctennination of benefit; the book, magazin e, newspaper , vjdeo , or software .is purchased. 

8.1.1 Describe any contracts or agreements with outside libraries or resource centers. 

Our agreement with this singular resourse is through Cengage Leaming and the GALE Academic One 
Online Library including tv.io additional libraries involving Health and Well Being Resource Center and a 
Global Business Insights portal. 

8.2 Briefly describe the physical and/or online holdings of the campus . (For online holdings , list the full-text 
databases in wfoch the libr:uy maintains active subscriptions .) 

Full te>,.1 databases are at the following web address: 

http:/ /wv,iw.ccngage.com/scarch/productOvcrvicw .do'?Ntt=aeadcmic+oncfik% 7C% 7C l 2966369221947093073 
l 132330063644 7 I 4 l 98&N= I 97&Ntk=APG%7C%7CP _EPl&Ntx=mode+matchallpartial: 

!U Explain hm.v the quantit y and quality of instmctional resources are appropriate for the size aod scope of the 
campus. 

Since the college stresses lecture and laboratory as the main delivery methods of instmction , the current 
inventor y of instructional resources is appropriate for the institution .. The campus maintains a CD player , 
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televisjon , and an overhead projector in addition to the computers in the computer labs . Additionall y, and when 
possible , teacher editions oftex1books are ordered and deliver ed to the instmctor. 

8 .4 Explain ho,v reference materials and periodicals are organized for easy usage and preservation. 

Most resources arc located through the onlinc libr::uy. In addition. textbooks , workbooks. working papers , 
multimedia infom1ation are all provided to the student at the first day class meets 

8 . .5 Who is responsible for developing and maintaining an up-to-date inventory of instructional resources? 

At the Nutter Fort Campus, the Director stays in close contact with the 

textbook company's representative. AdditionaJ and summative resources can be found 011li11c through the 
textbook company ·s website. 

8.6 What is the budget for instructional resources (excluding personne] allocations) ? 

.Faculty members are encouraged to make suggestions and submit requests. 

The projected budget for instructional resources js an open line-item and based on faculty input and 
suggestions. 

8.6.1 How is the budget detenniued? 

Since WVBC bas an open~ended , Iino item budget regarding it's libraries , a percentage of the total 
tuition revenue would not pro ve an accurate measurement. Purchases and acquisitions vary according to 
circumstances.The online library is a. part of that process requiring a monthly remittance to maintain 
access for our students. 

8.7 Describe the assessment strat egy for library resources and information services. 

Assessment has just been completed which resulted in the GALE Academic One File. There are no new 
strategi es at this juncture . Howev er , a revie w of this student service is ongoing and available for assessment in 
the near future. 

8.8 Describe the training for stt1dents and faculty to utilize library resources as a part of the leaming process. 

Students arc given log in mfonnation at registration day" The online library is located on the WVBC website for 
eas y access.Each student is given an instmctional sheet regarding the use of the on line library 

8.9 Describe the facility where librar y and instmctiona\ resources are held . 

Online presence of our library is located on our website at www.wvbc.edu 

8.10 Describe any plans for improving instructional resources . 

As mentioned , none at this time. Department Heads and their instructional staff continually provide program 
improvement suggestions on a quarterly basis. 

FOR {)CCU PA 110NAL ASSOC/A TE'S, ACAJJEMTC ASSOCIATE-'S, BACHELOR'S , MAS'FER'S, AND 
.DOCTORAL DEGREE LNS.TITU.TIONS 

8. 11 Who is responsible for assisting students . and faculty in the use of the library during posted library hours? If the 
indi vidual is professionaUy trained , describe these qnalifications. 

At the Nutter Fort Campus , selected Financial Aid Department personnel serve as the librar y 's coordinator. TI1e 
CSR can help students locate mate1ials within the librar y and can recommend outside resources such as 
city and count y facilities. ll1e instructors aJso assist students when taking them to the library to 
complete an assignm ent. 
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8.11.1 Lf there are library assistants describe bow these .individuals are trained to assist students and faculty. 

NIA 

8.12 Explain hmv the instructional resources senre the needs of the educational programs . 

WVBC utilized the on line library in many fonns. One such form is being the main source of peer reviewed 
articles, tex1, and periodical "\Ork dedicated to our quarterly Independent Research Project for each 
class offered during a tenn. 

8 .12.1 How does the campus determine which reference works are acquired? 

Our onlinc presence has distinguished which reference works arc required. To date, all peer rcvicw·cd 
material have proved to be more than adequate. 

8.13 What percentage of total tuition revenue is spent for library acquisitions? 

Since \:VV BC has an open-ended , line item budget regarding it".s libraries , a percentage of the total tuition 
revenue would not prove an accurate measurement. Purchases and acquisitions vary according to circumstances. 
We current budget$] 100.00 for our online presence. 

8.14 During the past three years. have budget allocations for library acquisitions been increased, decreased , or 
maintained at previous levels? 

Budget for our library has increased . Until the online presence settles in a.nd revenue spent for the same, tbe 
amount of the increase will not be known. 

8.14.1 E:-..'])lain. 

See above to 8.14 

8.15 Explain how reference materials and periodicals arc organized for easy usage and preservation. 

References and periodicaJs are organized by subject matt er, includjng occupational learning , and generaJ 
educational sections. Additional sections ind ude reference and gene.ral publications. The legal library is a 
su~ject specific organizational method. To encourage students to browse through the library 's offerings , it is 
organized by shelves. Each shelf is labeled accordingly. 

8.16 How· does the campus provide physical and/or online resources necessary to make the educational program(s) 
effective? 

The College maintains two computer labs w1th internet access to our website and onlinc library. 1l1cso 
computers arc avai lable outside of class time from 7:30AM to IOPM on Monday , Tuesday. llrnrsda y and 
7:30AM to 5PM on Wednesday and Friday. Access is also available on Saturday from 9AM to I PM. 

8.17 Desc1ibe the physical and online libraty resources. including infonnation about the 

8. 17.1 Total number of physical volumes 

NIA 

8 .1 7 .2 Total numb er of on line collections available 

3 onl.ine collections of resources are currently availabJe 

8.17.3 Number of titles and/or online collections related to each program offering 

230.000 legal journals , 1,306,000 medical _journals, 430,000 business journals. 208 ,000 IT journals/ 
Each selection above constitutes a peer reviewed academic journal resourc 

8.17.4 Number of titles and/or online collections related to general education courses taught 

37,000 online resources 
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1,200 legal periodicals , 8,916 medical periodicals. I 0,335 business journals, 1,860 IT journals 

8.17 .6 Number of other periodicals available 

91,407 other periodicals available 

818 Describe the library's procedures regarding student borro, :ving and retum ofmate1ials. 

We have no library checkout system. 

8.19 Describe hov,, on line resources , if any , are made available to students. 

Each student is given log in infonnation upon registration as well as an instructional sheet as a resource. 

8.20 Describe how the campus monitors student usage of the library and instructional resources? 

lt is estimat ed, based on a sign in sheet , that o.n a daily average that ten (10) students use the library for 
reference or academic work generall y . Through the use of the Faculty and Staff Evaluations , it was 
estimated that five (5) students use the library for study purposes each day. ll1e averages , based on 
student population , tend to be consistent. Teachers arc required to take their students to the WVBC 
library once per quarter per class . This allows students. who wo uld not nom1ally visit the library . the 
opportunity to see what the I ibrary has to offe.r. Students also tend to utilize the Internet on the 
comput er in the library more ofte.11 than the books. 

8.21 What evidence shows that the institution, in maintaining and impro ving the quality of its library holdings , 
seriously considers recommendations of: 

a. faculty 

WVBC encourages (a) faculty to submit Library Resource Suggestion fonllS listing any books , petiodicals , 
videos , software , reference materials, and so forth that may be needed or desired to be added to the 
library. These suggestions then go to the Director. who submits them to the Library Coordinator for 
future consideration. l11e institution (b) does not rely heavily on the recommendations of national 
professiona1 organizations and societies , since they are neither familiar with our students· needs nor our 
college in general. 1l1e college does not adhere to a nationally recognized list of books or ptl-tiodicals. 
Instead , it depends on the needs of the students and the suggestions ofthe faculty and staff 

b. appropriate national professional organizations and societies, and 

The institution (b) does not relyheavily on the recommendations of national professional organizations and 
societies , since they are neither familiar with our students' needs nor our college in general. 

c. a nationally recognized list (or lists) of online coUcctions , books , and periodicals? 

The college docs not adhere to a nationally recognized list of books or periodicals. Instead , it depends on the 
needs of the students and the suggestions of the faculty and staff. 

8.22 Describe any plans for improving the library. 

No current and additional improvement plans are in place at the moment. We are in a study phase of evaluation 
regarding our online library. Once that is complete and a calendar year passes , we will commence with an 
improvement plan. 

FORACAJ)EMICASSOCJATE'~ BACHELOR'S, MASTER'S,ANDDOC TORA.l DEGREE JNS11TUTIONS 

8.23 How does the professionally trained indi-vidual maintain his/her professional awareness? 

NIA 
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How many hours a week does the professionally trained individual pe_rsonally supervise 1.he Library? 

NIA 

8.25 Describe the iJ1fom1ation technology available in the library. List web-based research and infom1ation literacy 
resources currendy used by students and faculty. 

NIA 

8.26 What system is used to catalog library titles? 

NIA 

8 27 Describe how library resources are made available to students . (List the hours during which the library is open.) 

NIA 

8 .28 Describe the mterlibrary loan or other outside resource agreements , if applicable . 

N/A 

8.29 What evidence indicates that the library collection (on-site and online) includes up-to-date holdings w-hich arc 
pertinent to the various su~ject fields and are responsive to the needs of individual courses? 

N/A 

FOR MASTER1S AND DOCTOR4L DE<iREE INSTITUTIONS 

8.30 Describe hov,' the library holdings exceed the requirements of the average student in order to encourage the 
intellectual development of all students and to enrich the professional development of the faculty. 

N/A 

8 .3 l Describe tho library resources the campus provides to support a better understanding of scholarly research at the 
graduate level 

NIA 
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SELF-STUD¥ QUESTIONS SUPPLEMENT 

9. DISTANCE EDUCATION AND OTHER FORMS OF NONTRADITIONAL 
EDUCATION 

For institutions that ofre-r distance education courses or pro2.rams or when alternative modes of educational 
delivery are used. 

In addition to the self-study questions on the previous pages , institutions that offer distance education and othcrfonns of 
nontraditional education must a11swer the questions below. In responding to the follO\ving questions, please consult 
Appendix H, Principles and Guidelines for Nontraditional Education of the Accreditation Criteria. 

INSTITUTIONAL READINESS 

9.1 List the course(s)/program(s) approved by ACICS for delivery through distance education and/or self-paced. 

N/A 

9 .1.1 Indicate tho percentage that each program is available for distance education and/or self-paced 
instn1ction. 

N/A 

9? Describe the method(s) used to deliver the distance education and/or self-paced course(s)/program(s). 

NIA 

9 .2.1 Indicate any other institution or entities that arc involved in the delivery of distance education for 
students at the campus. 

NIA 

9.2.2 If distance education is provided under a consortium agreement , provide the name of the Host 
institution and the relationship with this institution or entity. Include the percentage of the program 
offered by the Host institution or entity. 

NIA 

q .3 Describe how the Campus Effectiveness Plan incorporates d.istaucc education as a mode of delivery 

N/A 

9.3.1 What data is the campus collecting to assess student and faculty satisfaction with distance education 
and/or self-paced instniction? 

N/A 

9.4 Who oversees the distance education and/or self-paced course/program curriculum? 

NIA 

9.4.l What are this individual ' s qualifications? 

NIA 

9 .4.2 Who is responsible for course/program evaluation for nontraditional education mode of delivery? 

NIA 

ADMISSIONS REQUIREMENTS AND ENROLLMENT 
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What are the admission requirements for students taking distance education coursework? (If there arc any 
differences from the residential admissions policy , explain.) 

N/A 

9.6 HO\:v does the campus make it clear in ,vriting at the time of enrollment: 

9.6.1 HO'\ ,V the studenf s identity will be verified throughout the course and program? 

NIA 

9.6.2 1-10\-v the student's privacy will be protected in the identity verification process? 

NIA 
9.8 Describe tho orientation program for distance education and/or self-paced students. 

N/A 

CURRICULUM CONTENT AND INSTRUCTION AND DELIVERY 

9.9 Describe how interaction between faculty and students takes place. 

NIA 

9.10 Describe how interaction among students takes place. 

N/A 

9.11 What is the student-teacher ratio for distance education courses? 

NIA 

9 .11.1 Describe how this ratio is appropriate and provides sufficient interaction between the faculty and tbe 
students and among students. 

NIA 

FACULTY AND INSTRUCTIONAL SUPPORT 

9.12 Describe the faculty training program to prepare faculty to teach self-paced courses or in a distance education 
environment. 

NIA 
9.13 Identi~ r the educational resources and technology available to faculty on campus and on-line. 

NIA 

9.14 Identify· the platfonn used to deliver instruction. 

NIA 

RESOURCES AND EQUIPMENT 

9.15 What is the budget allocated to distnncc education delivery ? 

NIA 

9.16 Describe the instructional resources, equipment , and library resources available to students on-line and 
residentially. 

NIA 

STUDENTS AND STUDENT SERVlCES 
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.Describe the student services available to students taking coursework on-line. 

NIA 

STUDENT EVALUATION AND PROGRAM ASSESSMENT 

9.19 How are sh1dents taking self~paced and/or distance education courses evaluated ? 

NIA 

9.20 Hov,r is retention monitored? 

Quarterly the Director monitors quarterly drops and during quarter attendance daily. 

9.21 Describe the placement services that are available. 

On site paid CSR for placement of gradm1tes. l11is person can help with finding and applying for employment. 

9.22 Desctibe how student , faculty" and employer satisfaction are identified. 

N/A 

9.23. How does the institution measure core competencies for programs and objectives for courses offered in a 
distance education environment ? 

N/A 

9 .24 How are equivalent out-of~class assignments ~ if applicable , incorporated in the syllabi and how are they 
evaluated? 

As stated earlier there are 2 hours of out of class assignment for each hour of lecture. Each class is also 
required to do an 1RP which takes up the bulk of this time. 

Pl/BLICATIONS 

9.25 Do the state111ents in the catalog, Web site, and, when appropriate , in advertising and promotional materials 
meet requirements for institutions offering course work through distance education? 

N/A 

9.26 Describe the infomiation given in the catalog regarding nontraditional education, if applicable , including mode 
of delivery , admissions requirements , tests to detcm1ine access , resources offered to nontraditiona.l education 
students , and any special costs for the students associated with nontraditional education. 

NIA 
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Accrediting Council for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Rev. Sep, 2011 

To pr int any worksheet open th e wo rksheet / go to FILE/ PRINT/ and make sure "Act ive Worksheet" is selected/ click OK. See INSTRUCTIONS worksheet for detailed instructions. 

Inst ID: 000 10484 I 00010868 I lnstltution Name:IWest Virginia Business College W heeling and Nutter Fort Campuses 
Progr.am 

Name: Business Ma nagement Accounting Diploma Program I Program Length (wksJ:'I 36.00 

Clock Adjust the school's credit hour conversion ratio if differe'lt from minimum5 below 

Ident ify the instit ut ion's un it of credit [SELECT ONEJ X Quarter 10 lecture hrs 20 laba to ry hrs 30 practicum hrs -- - - ----- -+----- -- --+----+--.....;..- ---+--- --+'------
Semester 15 lecture hr~ 

*DE = Disrcmce Education 

TOTALS 552.00 12.00 . 

CONTACT HOURS 

Practicum 
Course Gen Ed 'DE Internship 
Numbe r Course Titl es (YIN) (Y/N) lecture Lab Externshlp 

~ClOl PRINCIPLES OFACCOlJNTING I N N 47.00 - . 

AC202 PRINCIPLES OF ACCOUNT! NG II N N 47.00 - . 

,'1C203 PRINCIPLES OFACCOUNTING Ill N N 47.00 - -
surns BUSINESS MA NAGEMENT N N 47.00 - -
BU106 BUSINESS LAW N N 47.00 - -
BU107 JOB SEARCH TECHNIQUES N N 47.00 - . 

BU113 PERSONNEL MANAGEMENT N N 47.00 - -
DP11S INTRODUCTION TO WORD AND WINDOWS N N 35.00 12.00 -
DP218 COMPUTER PAYROLL ACCOUNTING N N 47.00 - . 

K3SlZO THEORY OF MATHEMATICS y N 47.00 - . 
GS123 LITERATURE COMPOSITION y N 47.00 - -
K;Sl22·124 ORAL COMMUNICATION OR INTERPERSONAL COMMUNICATION y N 47.00 - -

FINAL ROW - 1; program requires more than 25 lines for course information, please use Program ,·✓1th >25 cour;es template 

Page 2 of 13 

30 laba to ry hrs 45 practicum hrs 

If credits are awarded less than rep resented in the Total Credits Awarded column, 

insert in the Adjusted Credits. Awarded and the Total Credits Awarded will reflecr 

the adjustment. 

564.00 55.20 0.60 - 55.80 

ACADEMIC CREDIT HOURS 

Clock 
Conlact Intern Total Credits Adjusted 
Hours le cture Lab Extern Awarded Credits Awarded 

47,00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - . 4.7 

47.00 4.70 - 4.7 

47.00 4,70 - . 4.7 

47.00 4.70 - - 4.7 

<17,00 3.50 0.60 - 4.1 

47,00 4,70 - - 4,7 

47.00 4.70 - - 4.7 
47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 



Accrediting Council for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Rev . Sep, 2011 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Active Worksheet" is selected/ click OK. See INSTRUCTIONS worksheet for detailed instructions. 

ln5t ID: 00010484 I 00010868 I Institution Name:IWest Virginia Business College Wheeling and Nutter Fort CarnpL1ses 
Program 

Name: Se.cretar'ial Sciences Executive Secreta ry Diploma Program I Progr~m Length (wksJJ 36.00 

Course 

Number 

~C151 

isC254 

/1.ClOl 

SU107 

BUllO 

DPllS 

DP216 

DP218 

DP219 

K:iSlW 

GS123 

K;S122-124 

Clock Adjust the school's credit hour conversion ratio if different from minimum5 below 

Identify the institution's unit of credit [SELECT ONE} X Quarter 10 lecture hrs 20 labatory hrs 30 practicum hrs ---~------+---------+----+--.....;.,----+-----+'-------
Semester 15 lecture hrs 

"DE= Distance Education 

TOTALS 516 .00 48.00 -

CONTACT HOURS 

Practicum 
Gen Ed 'DE Internship 

Course Titl es (YIH) (Y/N) lecture Lab Externship 

l<EVBOAR,DING N N 35.00 12.00 -
ADMINISTRATIVE OFFICE PROCEDURE AND TRANSCRIPTION N N 47.00 - -
PRINCIPLES OFAGCOUNTING I N N 47.00 - -
JOB SEARCH TECHNIQUES N N 47.00 - -
BUSINESS CORRESPONDENCE N N 47.00 - -
INTRODUCTION TO WORD AND WINDOWS N N 35.00 1'2.00 -

EXCEL N N 35.00 12.00 -
COMPUTER PAVROI..LACCOUNTING N N 47.00 - -
ACCESS N N 35.00 12.00 -
THEORY OF MATHEMATICS y N 47.00 - -
LITERATURE COMPOSITION y N 47.00 - -
ORAL COMMUNICATION OR INTERPERSONAL COMMUNICATION y N 47.00 - -

30 labatory hrs 45 p'racticum hr5 

If credits are awarded less than represented in the Tata/ Credits Awarded column, 

insert in the Adjusted Credits Awarded and the Total Credits Awarded will rej!ecr 

the adjustment. 

564.00 Sl .60 2.40 - 54 .00 

ACADEMIC CREDIT HOURS 

Clock 
Conlact Intern To'lal Credits Adfusted 
Hours lecture Lab Extern Awarded Credits Awarded 

47,00 3,50 0.60 0 4.1 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 OD - - 4.7 

47.0Q 4.70 - 4.7 

47.00 3.50 0.60 - 4.1 

47.00 3.50 0.60 - 4.1 

47,00 4_70 - - 4.7 

41A)O 3,50 0.60 - 4.1 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

FINAL ROW - Ii program requires more than 25 lines for course information, please use Program w,th >25 cour;es template 

Page 3 of 13 



Accrediting Council for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Rev . Sep, 2011 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Active Worksheet" is selected/ click OK. See INSTRUCTIONS work.sheet for detailed instructions. 

ln5t ID: 00010484 I 00010868 I Institution Name:IWest Virginia Business College Wheeling and Nutter Fort CarnpL1ses 
Progr.am 

Name: Se.cretarial Sciences Legal Secreta ry Diploma Program I Program Length (wksJ:·I 36.00 

Cl.ock Adjust the school's credit hour conversion ratio if different from minimums below 

Identify the institution's unit of credit [SELECT ONEJ X Quarter 10 lecture hrs 20 labatory hrs 30 practicum hrs ---1--------+---------+----+--....;., ________ ;.._ ___ _ 
Semester 15 lecture hrs 

"DE = Distance Education 

TOTALS 528 .00 36.00 -

CONTACT HOURS 

Practicum 
Course Gen Ed 'DE Internship 
Number Course Titl es (YIN) (YIN) lecture lab Externshlp 

~C151 KEYBOARDING N N 35.00 12.00 -
isC254 ADM INfSTRATIVE OFFICE PROCEDURE N N 47.00 - -
BU106 BUSINESS LAW N N 47 .00 - -
BU107 JOB SEARCH TECHNIQUES N N 47.00 - -
LG126 LEGAL TERM INOLOGY N N 47.00 - -
LG228 LEGAL ANALYSIS - WRITING N N 47.00 - -

DPllS INTRODUCTION TO WORD AND WINDOWS N N 35.00 12.00 -
DP216 EXCEL N N 3S.00 12.00 -
~(101 PRINCIPLES OF ACCOUNT! NG I N N 47.00 - -
K,S12,0 THEORY OF MATHEMATICS y N 47 .00 - -
GS123 LITERATURE COM POSITION y N 47.00 - -
K,S122-124 ORAL COMMUN ICATION OR INTERPERSONAL COMMUNICATION y N 47.00 - -

FINAL ROW - 1; program requires more than 25 lin es for course information, p lease use Program ,·✓1th >25 cour;es template 

Page 4 of 14 

30 labatory hrs 45 p'racticum hrs 

If crediis ar<> awarded less than represented in the Toial Credits Awarded coiumn , 

insert in the Adjusted Credits Awarded and the Total Credits Awarded will rejlecr 

the adjustment. 

564.00 52.80 1.80 - 54 .60 

ACADEMIC CREDIT HOURS 

Clock 
Conlact Intern To'lal Credits Adfusted 
Hours Lecture Lab Extern Awarded Credits Awarded 

47,00 3,50 0.60 . 4.1 

47 .00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47 .00 .po - - 4.7 

47.00 4.70 - 4.7 

47.00 4.70 - - 4,7 

47.00 3.50 0.60 - 4.1 

47,00 3.50 0.60 - 4.1 

41,00 4.70 - - 4,7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47 .00 4.70 - - 4.7 



Accrediting Council for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Rev . Sep, 20 11 

To print any wo rksheet open the wor ksheet/ go to FILE/ PRINT/ and make sure "Act ive Worksheet " is selected/ d ick OK. See INSTRUCTIONS worksheet for detailed instructi ons. 

Inst ID: 00010484 J 00010868 
Progra111 

Name: Medica l Ass istant 

I Institution Name:IW est Virginia Business College W hee.lfng and Nutter Fort Campuses 

I Program Length (wks,J 48.00 

Clock Adjust the school's credit hour conversion ratio if different from minimums below 

Ident ify the inst itu ti on's unit of cred it !SELECT ONE] X Qua rt er 10 lecture hrs 20 iabatory hrs 30 practicum hrs 
i--- ----t- ------+----+---- --+----i--------+-----+-----

Semester 15 lecwre hrs 

~oE: Distance Educatton 

TOTALS 681.00 24.00 -
CONTACT HOURS 

Praaticum 
Course Gen Ed TDE Internsh ip 

Number Cour se Titl es (YIN) (Y/N) l ecture Lab Extern~hlp 

~Cl51 KEYBOARDING N N 47.00 -
SC254 ADMINISTRATIVE OFFICE PROCEDURE N N 47.00 -
BU107 JOB SEARCH TECHNIQUES N N 47.00 - -
DPllS INTRODUCTION TO WORD AND WINDOWS N N 35.00 12.00 -
BU117 ETHICS N N 47.00 -
MD135 MEDICAL TERMINOLOGY I N N 47.00 - -
MDi.47 INSURANCE BILLING ANO CODING N N 47.00 -
MD236 MEDICAL TERMINOLOGY II N N 47.00 -
f'v1D239 MEDICAL PROCEDURES I N N 47.00 - -
K'.;S120 THEORY OF MATHEMATICS y N 47.00 - -
MD137 ANATOMY AND PHYSIOLOGY I N N 35.00 12.00 -
~S12 2-124 ORAL COMMUNICATION OR INTERPERSONAL COMMUNICATION y N 47.00 -
MD240 M EDICAL PROCEDURES II N N 47.00 - -
MD243 PHELBOTOMY HEMATOLOGY N N 47.00 

MD244 BASIC PHARMACOLOGY N N 47.00 

FINAL ROW• If program requires more than 2S Imes for course information, please use Program with >25 courses template 

Page 5 of 14 

30 labatory hrs 45 practicum hrs 

If credits are award ed Jess than represented in the Tot.al Credits Awarded co/urn~, 

insert in the Adjusted Credits Aworded and the Toto/ Crrdits Awarded will reflect 

the adjustment 

70S.OO 68.10 1.20 - 69.30 

ACADEMIC CREDIT HOURS 

Clock 
Contact lnll!rn Total Credits Adjusted 
Hours Lecture Lab Extern Awarded Credits Awa_rded 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47 •. 00 4.70 - - 4.7 

47,00 4.70 - - 4.7 

47,00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 
47.00 4.70 - - 4.7 

47,00 4.70 - - 4.7 

47,00 4.70 - - 4.7 

47,00 4.70 - - 4,7 



Accrediting Council for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Rev. Sep, 2011 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Active Worksheet" is selected/ click OK. See INSTRUCTIONS worksheet for detailed instructions. 

ln5t ID: 00010484 I 00010868 I lnstltut1on Name:IWest Virginia Business College Wheeling and Nutter Fort Campuses 
Progr.am 

Name: Computer Applications Accounting Diploma Program I Progr~m Lengtt, (wksJ:I 36.00 

Clock Adjust the school's credit hour conversion ratio if different from minimum5 below 

Identify the institution's unit of credit [SELECT ONEJ )( Quarter 10 lecture hrs 20 labatory hrs 30 pract icum hrs ---~------+---------+----+--....;..----+-----+'------
Semeste r 15 lecture hrs 

"DE= Distance Education 

TOTALS 516 .00 48.00 -

CONTACT HOURS 

Practicum 
Course Gen Ed 'DE Internship 

Number Course Titles (YIH) (Y/N) lecture Lab Externshlp 

~ClOl PRINCIPLES OF ACCOlJNTI NG I N N 47.00 - -
AC202 PRINCIPLES OF ACCOUNTING II N N 47.00 - -
/\C203 PRINCIPLES OFACCOUNTING Ill N N 47.00 - -
DPllS INTRODUCTION TO WORD AND WINDOWS N N 35.00 12.00 -
DP216 EXCEL N N 35.00 12.00 -
DP217 POWERPOINT AND WEB PAGE DESIGN N N 35.00 12,00 -

DP218 COMPUTER PAYROLL ACCOUNTING N N 47.00 - -
DP219. ACCESS N N 35.00 12.00 -
suio1 JOB SEARCH TECHNIQUES N N 47.00 - -
K5Sl2.0 THEORY OF MATHEMATICS y N 47.00 - -
GS123 LITERATURE COMPOSITION y N 47.00 - -
K,S122-124 ORAL COMMUNICATION OR INTERPERSONAL COMMUNICATION y N 47.00 -

FINAL ROW - Ii program requires more than 25 lines for course information, please use Program ,·✓1th >25 cour;es template 

Page 6 of 14 

30 labatory hrs 45 p'racticum hr5 

If credits ar<> awarded less th an represented in the Total Credits Awarded caiumn , 

insert in the Adjusted Credits Awarded and the Total Credits Awarded will rej!ecr 

the adjustment. 

564.00 Sl .60 2.40 - 54.00 

ACADEMIC CREDIT HOURS 

Clock 
Conlact Intern To'lal Credits Adfusted 
Hours l ecture Lab Extern Awarded Credits Awarded 

47,00 4.70 - 0 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47.00 3.50 0.60 4.1 

47.00 3.50 0.60 - 4.1 

47.00 4.70 - - 4.7 
47,00 3..50 0.60 - 4.1 
47,()() 4.70 - - 4,7 

47.00 4,70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 



Accrediting Council for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Rev. Sep, 20 11 

To print any worksheet open the workshe et / go to FILE/ PRINT/ and make su re "Active Worksheet" is se lected/ click OK. See INSTRUCTIONS worksheet for detailed instructions. 

ln5t ID: 000 10484 I 00010868 
Progr.am 

Name: Compute r Applications Secreta ry Dip loma Program 

I lnstltut1on Name:IWest Virgi nia Business College Whee ling and Nutter Fort Campuses 

I Program Lengtt, (wksJJ 36.00 

Clock Adjust the school's credit hour conversion ratio if different from minimums below 

Ident ify the instit uti on's unit of credit [SELECT ONEJ )( Quarter 10 lecture hrs 20 labat ory hrs 30 pract icum hrs -- - ~----- -+------ - --+----+-- .....;., ________ ;..._ ___ _ 
Semester 15 lecture hrs 

"DE = Distance Education 

TOTALS 516.00 48 .00 -

CONTACT HOURS 

Practicum 
Course Gen Ed 'DE Internship 
Numb er Course Titl es (YIH) (Y/N) lecture Lab Externship 

~C151 l<EYBOAR,DING N N 35.00 12.00 -
isC254 ADMINISTRATIVE OFFICE PROCEDURE N N 47.00 - -
/IClOl PRINCIPLES OFAGCOUNTING I N N 47.00 - . 
DP115 INTRODUCTION TO WORD AND WINDOWS N N 35.00 12.00 -
DP216 EXCEL N N 35.00 12.00 -
DP217 POWERPOINT AND WEB PAGE DESIGN N N 47.00 - -

DP218 COMPUTER PAYROLL ACCOUNTING N N 47.00 - -
DP219. ACCESS N N 35.00 12.00 -
BU107 JOB SEARCH TECHNIQUES N N 47.00 . -
K,512,0 THEORY OF MATHEMATICS y N 47.00 - -
GS123 LITERATURE COMPOSITION y N 47.00 - -
K;S122-124 ORAL COMMUNICATION OR INTERPERSONAL COMMUNICATION y N 47.00 -

FINAL ROW - Ii program requires more than 25 lines for course information, please use Program ,·✓1th >25 cour;es template 

Page 7 of 14 

30 laba to ry hrs 45 p'racticum hr5 

If credits are awarded less than represented in the Total Credits Awarded coiumn, 
insert in the Adjusted Credits Awarded and the Total Credits Awarded will rej!ecr 

the adjustment. 

564 .00 S1.60 2.40 - 54 .00 

ACADEMIC CREDIT HOURS 

Clock 
Conlact Intern To'tal Credits Adfusted 
Hours lec ture Lab Extern Awarded Credits Awarded 

47,00 3,50 0.60 ' 4.1 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47.0Q 3.50 0.60 4.1 

47.00 4.70 - - 4,7 

47.00 4.70 - - 4.7 

47,00 3.50 0.60 - 4.1 

41.00 4,70 . - 4,7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47 .00 4.70 - - 4.7 



Accrediting Council for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Rev. Sep, 2011 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Act ive Worksheet" is selected/ click 01(. See INSTRUCTIONS worksheet for detailed instructions. 

Inst ID: 00010 484 I 00010868 
Program 

Name: Computer Support Specialist 

Identif y the instit ut ion 's unit of credit [SELECT ONE} 

Course 
Number Course Titles 
SClSl KEYBOARDING 

JT205 NETWORK CONCEPTS 

11\ClOl PRINCIPLES OFACCOUNTING I 

IT206 WIRELESS LOCAL AREA NETWORKS 

BU105 BUSINESS MANAGEMENT 

BU106 BUSINESS lAW 

BU107 JOB SEARCH TECHNIQUES 

ITlOl WINDOWS OS ADMINSTRATION I TROUBLE SHOOTING 

ITI.07 NETWORKING WITH TCP/IP 

11102 MS APPLICATIONS CERTIFICATION PREPARATION 

IT202 123 A+ HARDWARE SOFTWARE AND NETWORKING 

IT203 HELP DESK CONCEPTS 

OPUS INTRODUCTION TO WORD WINDOWS 

DP216 EXCEL 

DPil7 POWER POINT AND WEB PAGE DESIGN 

JT204 COMPUTER APPLICATIONSSUPPORT 

DP219 ACCESS 

K3S120 THEORY OF MATHEMATICS 

GS121 PSYCHOLOGY 

IT208 INTRODUCTION TO NETWORK SECURITY 

'3S123 LITERATURE COMPOSITION 

~S124 INTERPERSONAL COMMUNICATION 

IT209 INTRO TO ROUTING/SWITCHING 

1n 10 LINUX SYSTEM ADMINISTRATION 

I 

}( 

Insti tu tio n Name:IWest Virginia Business College Wheeling and Nutte r Fort Campuses 

I Program Length lwl<s):I 72 .00 

Clock Adjust the school's credit hour conversion ratio if different from minimums below 

Quarter 10 lecture hrs 

Semester 15 lecture hrs 

"DE= Distance Education 

20 la batorv hrs 30 pract icum hrs 

30 la batory hr s 45 practicum hrs 

If credits are awarded less than represented in the Total Credits Awarded colvmn, 

insert in the Adjvsted Credits Awarded and the Total Credits Awarded will reflect 

the adjustment. 

TOTALS 9:13.00 168 .00 1, 08 1,00 91.30 8.40 ~ 99. 70 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum 
Gen Ed •oe Internship Clock Contact Intern Total Credits Adjusted 
(Y/N) (Y/N) Lecture Lab Externship Hours Lecture Lab Extern Awarded Credits Awarded 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 17.SO 6.00 2.3.50 1.75 0.30 - 2.1 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 17.SO 6.00 23.50 1.75 0.30 - 2.1 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.0b 4.70 - - 4.7 

N N 47.00 - - 47.00 4.70 r - 4.7 

N N 35.00 12.00 47.00 3.50 0.60 - 4.1 

N N 35.00 12.00 47.00 3.50 0-60 - 4.1 

N N 35.00 12.00 47.00 3.50 0.60 - 4.1 

N N 35.00 12.00 - 47.00 3.50 d.60 - 4.1 

N N 35.00 12.00 47.00 3.50 0.60 - 4.1 

N N 35.00 12..00 - 47.00 3.50 0.60 - 4.1 

N N 35,00 l.2.00 47.00 350 0.60 - 4.1 

N N 35.00 1.2.00 47.00 3.50 0.60 - 4-.1 

N N 35.00 12.00 47.00 3.50 0.60 - 4.1 

N N 35.00 1200 47.00 3.50 0.60 - 4.1 

N N 47.00 - 47.00 4.70 - - 4.7 
y N 47.00 - - 47.00 4.70 - - 4.7 
y N 35.00 U.00 47.00 3.50 0.60 - 4.1 

N N 47.00 - - 47.00 4.70 - - 4.7 
y N 47.00 - 47.00 4.70 - - 4.7 

y N 35.00 12..00 - 47,00 350 0.60 - 4.1 
y N 35.00 12.00 47.00 3.50 0.60 - 4.1 

FINAL ROW· II program requires more than 25 lines for course information. please use Program with >?5 courses template. 

Page 8 of 13 



Accrediting Council for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Rev. Sep, 2011 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Active Worksheet" is selected/ click 01(. See INSTRUCTIONS worksheet for detailed instructions. 

Inst ID: 00010484 
Progrnm 

Name: Surgical Technology 

Identify the institutlon's unit of credit [SELECT ONE) 

Program offered at the Wheeling Mai o Campus Only 

Co urse 

Num ber Course Titles 
MD135 MfDICAL TERMINOLOGY I 

MD137 ANATOMY AND PHYSIOLOGY I 

MD347 SURGICAL TECHNOLOGY Ill 

MD236 MfDICAL TERMINOLOGY II 

MD238 ANATOMY AND PHYSIOLOGY II 

MD239 MfDICAL PROCEDURES I 

MD240 MEDICAL PROCEDURES II 

MD241 Cl! NCIAL SKILLS I 

MD242 CLINICAL SKILLS II 

MD144 INTRODUCTION TO SURGICAL TECHNOLOGY 

MD244 BASIC PHARMACOLOGY 

MD2Sl OPERATING ROOM TECHNIQUES I 

MD252 OPERATING ROOM TECHNIQUES II 

DP115 INTRODUCTION TO WORD WINDOWS 

DP216 EXCEL 

BU107 JOB SEARCH TECHNIQUES 

MD800 OPERATING ROOM INTERNSHIP 

G5120 THEORY OF MATHEMATICS 

G5121 PSYCHOLOGY 

GSt23 LITERATURE COMPOSITION 

~ 5122-124 ORAL COMMU NICATION OR INTERPERSONNEL COMMUNTICATION 

MDlSO MICROBIOLOGY 

MD245 SURGICAL TECHNOLOGY I 

MD246 SURGICAL TECHNOLOGY ll 

I 

}( 

Institution Name:IWest Virgi nia Business College - Wheel fng Main Campu s 

I Pro gram Lengt h lwl<s):I 72.00 

Clock Adjust the school's credit hour conve rsion ratio if different from minimums below 

Quarter 10 lecture hrs 

Semester 15 lecture hrs 

"DE= Distance Education 

20 la batory hrs 30 practicum hrs 

30 lab;;tory hrs 45 practicum hrs 

If credits are awarded less than represented in the Total Credits Awarded colvmn , 

insert in the Adjusted Credits Awarded and the Total [redits Awarded will reflect 

the adjust men t. 

TOTALS 1,043 .00 48 .00 84 .00 1,175.00 104.30 2 .40 2,80 109.SO 

CONTACT HOURS ACADEMI C CREDIT HOURS 

Practicum 
Gen Ed •oe Internship Clock Contact Intern T olill Credits Adjusted 
(Y/N) (Y/N) Lecture Lab Externship Hours Lectute Lab Extem Awarded Credits Awarded 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.0b 4.70 - - 4.7 

N N 47.00 - - 47.00 4,70 r - 4.7 

N N 47,00 - 47.00 4.70 . - 4.7 

N N 47,00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 35.00 12.00 47.00 3.50 0.60 - 4.1 

N N 35.00 12.00 47.00 3.50 0.60 - 4 .1 

N N 35.00 u.oo 47.00 3.50 0.60 - 4.1 

N N 35.00 1.2.00 47.00 35 0 0,.60 - 4-.1 

N N 47.00 - 47.00 4.70 - - 4-.7 

N N 10.00 - 84.00 94.00 1.00 - 2.80 3.8 
y N 47,00 - 47.00 4.70 - - 4.7 
y N 47.00 - 47.00 4.70 - - 4.7 
y N 47.00 - - 47.00 4.70 - - 4.7 
y N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - 47.00 4.70 - - 4.7 

N N 47.00 - - 47.00 4.70 . - 4-.7 

N N 47.00 - 4.7.00 4.70 - - 4.7 

FINAL ROW· If program requires more than 25 lines for course information. please L1Se Program with >?5 courses template. 

Page 9 of 13 



Accreditin g Counci] for Indep ende nt Colleges and Schoo ls 
ACADEMIC CREDIT ANALYSIS 

Rev. Sep. 2011 

To print any w orksheet open the w orksheet / .go to FILE/ PRINT/ and make. sure "Active Worksheet " is selected/ click OK. See INSTRUCTIONS worksheet for deta il ed instr uctions . 

Inst ID: 00010 484 
Progrnm 

I Insti tu t ion Name:IWest Virginia Business College - Wheeling and Nutte r Fort Campuses 

Name: Nurse Assistant I Patient Care Aid 

~ 

Clock -Identif y the instit uti on's unit of credit [SELECT ONE) X Quarter 10 lect ure hrs 

Semeste r 15 lecture hrs 

Wheeli ng Main Campus Program List •oE = Distance Education 

TOTALS 1,116.00 12.00 

CONTACT HOURS 

Practicum 
Course Gen Ed •oe Internship 
Number Course ntles (YIM) (YIN) Lecture Lab Exlernship 

M D135 MEDICAL TERMINOLOGY I N N 47.00 -
MD 137 ANATOMY AND PHYSIOLOGY I N N 47.00 -
MD147 INSURANCE BILLING AND CODING N N 47 .00 -
M D236 M EDlcAL TERM INOLOGY II N N 47.00 -
MD 238 ANATOMY AND PHYSIOLOGY II N N 47.00 -
M D239 M EDICAL PROCEDURES I N N 47 .00 - -
M D240 M EDICAL PROCEDURES II N N 47 00 . -

M D243 PHELBOTOMY AND HEM ATOLOGY N N 47 .00 . . 
M D244 BASIC PHARMACOLOGY N N 47.00 -
sc 1s1 KEYBOARDING N N 47.00 

MD248 NURSING ASSISTANT II N N 47 .00 -

.DP115 INTRODUCTION TO WORD WIN DOWS N N 3S.00 12.00 

M D120 PATIENT CARE TECHNIQUES I N N 47.00 

BU107 JOB SEARCH TECHNIQUES N N 47.00 -
MD 121 PATIENT CARE TECHNIQUES II N N 47J)O . -
GS120 THEORY OF M ATHEMATICS y N 4?.00 -
[GS121 PSYCHOLOGY y N 47 .00 -
GS123 LITERATURE COMPOSITION y N 47 .00 -
GS122-124 ORAL COM M UNICATION OR INTERPERSONAL COMMUN TICATION V N 47.00 . 
(; 5126 ETHICS y N 47.00 -
~ Sl 25 HOSPICE, ALZHEIMER'S AND DEMENTIA y N 47 .00 -
MD148 PHYSICAL THERAPY · MA SSAGE THERAPY N N 47.00 -
MD 248 LONGT ERM CARE N N 47.00 -
M D247 NURSING ASSISTANT N N 47.00 

FINAL ROW If program reqwres more than 25 lines for course ,ntorn,ation, please use Progtum \v1th ;•)5 CO'.J"::.Cs temp late . 

I Program Length (wks)J 72.00 

20 labatory hrs 30 practicum hrs 

30 labatory hrs 45 practicu m hrs 

If credits are awarded less than represented in the Total Credits Awarded co/11mn, 
insert In the Adj11sted Credits Awarded and the Total Credits Awarded will reflect 
the adj 11stmen t. 

1,128.00 111,60 0.60 ~ 112 .. 20 

ACADEMIC CREDIT HOURS 

Clock Contact ln~rn Totill Credits Adjullllld 
Hours Lecture Lab Extern Awarded Credits A warded 

47.00 4.70 - - 4.7 

47.0 0 4.70 - - 4.7 

47 .00 4.70 - - 4.7 

47.00 4.70 - - 4 .7 

47.00 4.70 - - 4 .7 

47.00 4.70 - - u 
47.00 4 ,70 ' - 4.7 

47.00 4.70 . - 4 .7 

47.00 4.70 - - 4 .7 

47 .00 4.70 - . 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 0 .60 - 4.1 

47.00 4.70 ~ - 4.7 

47.00 4 .70 . - 4.7 

47.00 4 .70 . - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4 .7 

47.00 4.70 . - 4.7 

4 7.00 4.70 - . 4.7 

47.00 4.70 - - 4 .7 

47.00 4 .70 - - 4.7 

47.00 4 .70 - - 4.7 

47.00 4 .70 - - 4.7 

47.00 4.70 - - 4.7 



Accrediting Counci] for Indep endent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Rev . Sep. 2011 

T o p r i nt any workshe e t op e n th e worksheet/ .go t o FIL E/ PR INT/ and m a ke su re " A cti v e Wor ksheet" is selected/ click OK. See INSTRUCTIONS worksheet for detai l ed instructions . 

Inst ID: 00010 484 I 00010868 I Insti tu t ion Name :I We st V irginia Bu siness College W h eeling an d N u tt e r Fort Cam p uses 
Progrnm 

Name: Office Administration Paralegal Specialized Associates Degree Prog-ram I Program Length (wks):I 72. 00 

~ 

Clock Adj ust the school's credit hour conversion ratio if different from minimums be low ---Id entif y the instit ut ion's u nit of cr edit [SELECT ONE) X Quarter 10 l.ecture hrs 

Semeste r 15 lecture hrs 

•oE = Distance Education 

TOTALS 1,080 .00 48.00 

CONTAC1 HOURS 

Practicum 
Course Gen Ed •oe Internship 
Number Course Titles (YIM) (YIN) Lecture Lab Exlernship 

LG126 LEGAL TERMlNOLOGY N N 47.00 -
LG227 CIVIL PROCEDURES N N 47.00 -
.LG228 LEGAL ANALYSIS AND WRITING N N 47.00 -
LG230 CORPORATIONS AND PARTNERSHIPS N N 47.00 -
LG231 CRIM INAL LAW AND PROCEDURES N N 47.00 -
BUll S REAL ESTATE OW NERSHIP N N 47.00 - -
'3S126 ETHICS y N 47 00 . -

LG232 BANKRUPTCY lAW N N 47.00 -
LG233 PROBATE AND ESTATE PLANNING N N 47.00 -
LG234 FAMILY LAW N N 47.00 -
LG235 IMMIGRATIO N LAW N N 47.00 -

LG236 TORTS ANO PERSONAL INJURY N N 47.00 -
~CiSl KEYBOARDING N N 35.00 12.00 

~C254 ADM INISTRATIVE OFFICE PROCEDURE AND'TRANSCRIPTION N N 47.00 . 

~ ClOl PRINCIPLES OF ACCOUNTING l N N 47.00 . -
BU106 BUSINESS LAW N N 4?.00 -
BU107 JOB SEARCH TECHNIQUES N N 47.00 -
OPUS INTRODUCTION TO WORD AND W INDOWS N N 35.00 12.00 

DP216 EXCEL N N 35.00 12.00 

DP217 POW ERPOIIIITAND WEB PAGE DESIGN N N 35.00 12.00 

K,5120 THEORY OF MATH EMATICS y N 47.00 . 

'35121 PSYCHOLOGY y N 47.00 -
K;S123 LITERATURE COM POSITION y Ill 47.00 . 
'35122-124 ORAL COMM UNICATION OR INTERPERSONAL COMM UNlcAT ION y N 47.00 

FINAL ROW lf program reqwres more than 25 Imes tor course ,nforn,ation, please use Program \1nth ~--.?5 C0'.1"5CS template. 

Page 12 of 14 

20 labatorv hrs 30 pract icum hrs 

30 labatory hrs 45 pract icum hrs 

If credits are awarded less than represented in the Total Credits Awarded column, 

insert In the Adjusted Credits Awarded and the Total Credits Awarded will reflect 

the adjustment. 

1,U S.00 108 ,00 2.40 ~ 110.40 

ACADEMIC CREDIT HOURS 

Clock Contact Intern T olill Credits Adjullllld 
Hours Lecture Lab Extern AWilrded Credits A warded 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4 .7 

47.00 4.70 - - 4 .7 

47.00 4 .70 - - u 
47.00 4 ,70 , - 4.7 

47.00 4.70 . - 4.7 
47.00 4.70 - - 4 .7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47.00 4 .70 . - 4,7 

47.00 4 .70 . - 4.7 

47.00 4.70 - - 4 .7 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47.00 3.50 0.60 - 4.1 

47.00 3.50 °'60 - 4.1 

47.00 4 .70 - - 4.7 

47.00 4 .70 . . 4.7 

47.00 4 .70 . - 4,7 

47.00 4.70 - - 4.7 



Accrediting Council for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Rev. Sep, 2011 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Act ive Worksheet" is select ed / click 01(. See INSTRUCTIONS worksheet for detailed instructions. 

Inst ID: 00010484 I 000108 68 I lnstirut ion Name:IWest Virgin la Business College Wheeling and Nutter Fort Campuses 
Progrnm 

Name: Business Administration Computer Applkations Accounting Specialized Associates Degree Program I Program Length (wks):I 72.00 

Clock Adjust the school's credit hour conversion ratio if different from minimums below 

Identify the institutlon's unit of credit [SELECT ONE} X Quarter 10 lecture hrs 

Semester 15 lecture hrs 

"DE= Distance Education 

TOTALS 1,080.00 48 .00 

CONTACT HOURS 

Practicum 
Course Gen Ed •DE lnlernsllip 
Number Course Titles (Y/N) (Y/N) Lecture Lab Externship 

BUlOS BUSINESS MANAGEMENT N N 47.00 -
BU106 BUSINESS LAW N N 47,00 -
BU107 JOBSEARCH TECHNIQUES N N 47.00 -

BU108 ADVERTISING N N 47.00 - -
BU109 MONEY AND BANKING N N 47.00 -
BUllO BUSINESS CORRESPONDENCE N N 47.00 -
BUlll MARKETING N N 47.00 -
BU112 PUBLIC RELATIONS N N 47,00 -
BU113 PERSONNEL MANAGEMENT N N 47.00 -
BU114 ECONOMICS N N 47,00 -
DPllS INTRODUCTION TO WORD AND WINDOWS N N 35.00 12.00 

DP216 EXCEL N N 35.00 12.00 

DP217 POWER POINT AND WEB PAGE DESIGN N N 35.00 12.00 

DP218 COMPUTER PAYROLL ACCOUNTING N N 47.00 -
DP219 ACCESS N N 35.00 12.00 -
AClOl PRINCIPLES OF ACCOUNTING I N N 47.00 -
11c202 PRINCIPLES Of ACCOUNTING II N N 47.00 . 

~C203 PRINCIPLES OF ACCOUNTING Ill N N 47,00 - -

AC2.04 MANAGERIAL ACCOUNTING AND DECISION MAKING N N 47.00 -
GS120 THEORY OF MATHEMATICS y N 47.00 . -
'3Sl2l PSYCHOLOGY y N 47.00 . 

!3S122 ORAL COMMUNICATION y N 47.00 -
!3S123 LITERATURE COMPOSITION y N 47_00 . -
GS124 INTE.RPERSONAL COMMUNICATION y N 47.00 -

FINAL ROW· II program requires more than 25 lines for course 1nlormation. please use Program with >25 courses template. 

Page 12 of 13 

20 la batory hrs 30 pract icum hrs 

30 la batory hrs 4S practicum hrs 

If credits are awarded less than represented in the Total Credits Awarded colvmn, 

insert in the Adjusted Credits Awarded and the Total Credits Awarded will reflect 

Che adjustment. 

1,128.00 108 .00 2 .40 ~ 110.40 

ACADEMIC CREDIT HOURS 

Clock Contact Intern T otill Credits Adjusletl 
Hours Lectute Lab Extem Awarded Credits Awarded 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 " - 4.7 

47.00 4.70 - - 4.7 

47.0b 4,70 - - 4.7 

47.00 4.70 r - 4 .7 

47.00 4.70 . - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 d.60 - 4.1 

47.00 3.50 0.60 - 4.1 

47.00 3.50 0.60 - 4.1 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 



Accrediting Council for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Rev. Sep, 2011 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Act ive Worksheet" is selected / click 01(. See INSTRUCTIONS worksheet for detailed instructions. 

Inst ID: 00010484 I 00010 868 I lnst irution Name:IWest Virgin la Business College Wheeling and Nutter Fort Campuses 
Progrnm 

Name: Business Administration Computer Applicatioris Secretary Specialized Associates Degree Program I Program Length lwks):I 72.00 

Clock Adjust the school's credit hour conversion ratio if different from minimums below 

Identify the institutlon's unit of credit [SELECT ONE} X Quarter 10 lecture hrs 

Semester 15 lecture hrs 

"DE= Distance Education 

TOTALS 1,068.00 60.00 

CONTACT HOURS 

Practicum 
Course Gen Ed •oe Internship 
Number Course Titles (Y/N) (Y/N) Lecture Lab Externship 

BUl OS BUSINESS MANAGEMENT N N 47.00 -
BU106 BUSINESS LAW N N 47,00 -
BU107 JOBSEARCH TECHNIQUES N N 47.00 -
BU108 ADVERTISING N N 47.00 -
BU109 MONEY AND BANKING N N 47.00 -
auuo BUSINESS CORRESPONDENCE N N 47.00 -
BUlll MARKETING N N 47.00 -
BU112 PUBLIC RELATIONS N N 47,00 -
BU113 PERSONNEL MANAGEMENT N N 47,00 -
BU114 ECONOMICS N N 47.00 -
DPllS INTRODUCTION TO WORD AND WIN DOWS N N 35.00 12.00 

DP2.16 EXCEL N N 35.00 12.00 

DP217 POWER POINT AND W EB PAGE DESIGN N N 35.00 12.00 

DP218 COM PUTER PAYROLL ACCOUNTING N N 47.00 -
DP219 ACCESS N N 35.00 12.00 -
AClOl PRINCIPLES OF ACCOUNTING I N N 47.00 -
11c202 PRINCIPLES OF ACCOUNTING II N N 47.00 -
SCl Sl KEYBOARDING N N 35.00 12.00 -

SC254 ADM INISTRATIVE OFFICE PROCEDURES AND TRANSCRIPTION N N 47.00 . 
<3S120 THEORY OF MATHEMATICS y N 47.00 - -
~ S121 PSYCHOLOGY y N 47.00 -
~ S122 ORAL COMMUNICATION y N 47.00 . 

GS123 LITERATURE COMPOSITION y N 47.00 - -
GS124 INTE.RPERSONAL COMMUNICATION y N 47.00 -

FINAL ROW· II program requires more than 25 !Ines for course information. please use Program with >?5 courses temp late. 

Page 13 of 13 

20 la batory hrs 30 pract icum hr~ 

30 la bat.ory hrs 4S practicum hrs 

If credits are owarded less than represented in the Toto/ Credits A worded colvmn, 

insert in the Adjvsted Credits Awarded and the Total Credits Awarded will reflect 

Che adju stment. 

1,128.00 106.80 3.00 ~ 109 .80 

ACADEMIC CREDIT HOURS 

Clock Contact Intern T olill Credits Adjusted 
Hours Lecture Lab Extem Awarded Credits Awarded 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.0iJ 4,70 - - 4.7 

47.00 4,70 - - 4.7 

47.00 4.70 . - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 d.60 - 4.1 

47.00 3.50 0.60 - 4.1 

47.00 3.50 0.60 - 4.1 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 3.50 0.60 - 4.1 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 - - 4.7 

47.00 4.70 . - 4.7 

47.00 4.70 . - 4.7 

4.7.00 4.70 - - 4.7 



FACULTY and ADMINISTRATIVE STAFF SUMMARY FORM 
Submit this form with the Update Report (revised prior to the visit) and teaching schedules in effect at the time of the visit. List all persons (teaching faculty and 
administrative staff). Refer to the legends for identifying other duties assigned faculty and administrative staff duties and "Credential Level". The first line is provided 
as a SAMPLE. 

Rev.August, 2009 

Institution Name West Virginia Business College NF Campus 
City, State Nutter Fort, WV 

ID 010861-01 

Select One 

{F) Faculty 
or 

Select One 

(AD) Admin FT or 
Staff Date of Hire PT De ree - Institution - Ma·or/Minor 

i •I 

BS-Alderson Broaddus 

Duties 

AD "" Administrative 

RA=. Recruitment/ Admissions 

FA "' Financial Aid 

SS = Student Services 

OT= Other 

Faculty- Course(s) Teach ing 
Admin Staff - Pos ition Held 

AD 06-22-2006 FT University- Director 

AD 08-17-2015 FT BS-Kaplan University-MCA/HA Financial Aid Administ~ator 

AD 07-05-2016 FT AA-West Virginia Junior College- Admissions Represenative 

AD 05-05-2015 FT AA,-University of Phoenix- Administrative Assistant 

Credenti.-1 Level 

C = Certificate 

D---Diploma 

OA "' Occupational Assoc iate 

AA = Academic Assoc jate 

B = Bachelor 

M = Master 

Faculty-
Cred. Teaching Load 
Level A M E 

Non-faculty 
Duties or 
Adrnin Duties 

B AD 

B FA 

B RA 

AA AD 

F 05-22-2016 PT BS-West liberty University- Career Service Represenative 8 2 ss 

AD 

F 

F 

F 

AA-West Virginia Business 
08-01-2016 PT College-

10-13-2013 PT B.A. Fairmont State University 

07-08-2014 PT B.S. University of Florida 
JD Akron University School of 

03-25-2013 PT Law 

Page1of2 

Evening Receptionist AA AD 

General Studies/Psy B 3 

Head of Business Dept. M 

Head of Legal Dept. JD 3 

ACICS Faculty and Administrative Summary Form 



FACULTY and ADMINISTRATIVE STAFF SUMMARY FORM 
Submit this form with the Update Report (revised prior to the visit) and teaching schedules in effect at the time of the visit. List all persons (teaching faculty and 
administrative staff). Refer to the legends for identifying other duties assigned faculty and administrative staff duties and "Credential Level". The first line is provided 
as a SAMPLE. 

Rev.August 2009 

Institution Name West Virgin ia Business College NF Campus 
City, State Nutter Fort , WV 

ID 010861-01 

Select One Select One 

(F) Faculty 
or 
(AD) Admin FT or 
Staff Date of Hire PT De ree - Institution - Ma·or/Minor 

F 01-04-2016 PT B.S . Davis & ElkihS University 

F 02-22-2016 PT McNeese State University 

F 01-14-2014 PT JO , West Virginia University 

B.S . Salem lternational 
F 04-07-2016 PT Univers ity 

F 07-12-2016 PT AA West Virginia Junior Coll. 

Page 2 of 2 

Duties 

AD = Administrative 

RA= Recrui tment / Admissions 

.FA= Financial Aid 

SS = Student Services 

OT= Other 

Faculty - Course(s) Teaching 
Admln Staff - Position Held 

Bus ines s Instructor/Acct. 

Head of Medical Dept. 

Evening Legal Instructor 

Head of IT Dept. 

Medica l Instructor 

Credential Level 

C = Certificate 

D --Di ploma 

OA = Occupational Assoc iate 

AA= Academic .A.ssoc late 

B = Bache lor 

M = Master 

Faculty - Non-faculty 
Cred. Teaching Load Duties or 
Level A M E Admin Duties 

B 1 3 

B 3 

JD 2 

M 5 

AA 4 

ACICS Faculty and Administrative Summary Form 



West Virginia Business College~ A World of Opportunity 

NUTTER FORT BRANCH CAMPUS 
116 PENNSYLVANIA AVENUE 

NUTTER FORT, WV 26301 
PHONE: 304-624-7695 

EMAIL : swilmoth@wvbc.e d u 

WHEELING MAIN CAMPUS 
l 052 MAIN STREET 

WHEELING, WV. 26003 
PHONE: 304-232-036 l 

EMAIL : jma ge rs@wvbc.ed u 

On the web@ www .wvbc.edu 

VOLUME TWENTY-THREE 
Amended: August 31, 2016 
Upda~d : Novemberl,2016 

Pagel 

EFFECTIVE DATES 
01-0 1-201 6 to 1 2-31 -201 7 
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West Virginia Business College~ A World of Opportunity 

Table of Contents 

llolioli.Pl.,it •yin/a 
in.esa tollegB 

DISCLAIMER 

The information contained herein is 

provided as a service. It is solely 

intended for those persons interested 

in the educational programs offered 

by West Virginia Business College, 

Inc. All information should be 

independently verified. The College 

makes no guarantees or assurances 

or promises as to the contents 

provided within this format. The 

information and services so stated 

may change at any time and without 

notification. Students who wish to 

enroll at West Virginia Business 

College will adhere to all guidelines 

set forth within the catalog 

applicable to their date of 

enrollment. 
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Accred itat ions I Licenses I Associations I Approva ls 
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Honors Program 

Hours - School I Library 

Mission - College 

Registration 
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West Virginia Business College Advisory Board 
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West Virginia Business College~ A World of Opportunity 

West Virginia Business College Academic Calendar I 2016 - 2017 

Winter Quart er 2016 Winter Quart er 2017 

January 4, 20 16 Registrat ion Day January 2, 2017 Regist rat ion Day 

January 4, 20 16 Quarter Begins January 2, 2017 Quarter Begins 

February 15, 201 6 Inter im Q uarter Begins February 1 3, 2017 Interim Quarter Begins 

March 24, 201 6 Quarter Ends March 23 , 2017 Quarter Ends 

Spring Quarter 2016 Spring Quarter 2017 

April 4, 2016 Registrat ion Day April 3, 2017 Registratio n Day 

April 4, 2016 Quarter Begins April 3, 2017 Quarter Begins 

May 16, 20 16 Inter im Q uarter Beg ins May 15,2017 Interim Quarter Begins 

May 30, 20 16 Holiday - No School May29,2017 Holiday - No School 

June 23, 2016 Quarter Ends June 22 , 2017 Quarter Ends 

Summer Quarter 2016 Summer Quarter 2017 

July 4, 2016 Holiday - School Closed July 3, 2017 Registration Day 

July 5, 2016 Registration Day July 3, 2017 Quarter Begins 

July 5, 2016 Quarter Begins July 4, 2017 Holiday - No School 

August 15, 20 16 Inter im Q uarter Begins August 1 4, 20 1 7 Interim Quarter Begins 

September 5, 2016 Holiday - No School September 4, 2017 Holiday - No School 

September 22, 20 l 6 Quarter Ends September 21 , 2017 Quarter Ends 

Fall Quarter 2016 Fall Quarte r 2017 

October 3, 2016 Registration Day October 2, 201 7 Registrat ion Day 

October 3, 2016 Quarter Begins Octobe r 2, 201 7 Quart er Begins 

Novemb er 14, 201 6 Interim Q uarter Begins November 1 3, 2017 Interim Quarter Begins 

November 24, 2016 Holiday - No School November 23, 2017 Holiday - No School 

December 22, 20 16 Quarter Ends December 21, 20 l 7 Quarter Ends 

Staff I Faculty and additional changes may have occurred since 
the published date of the W est Virginia Business College Cata log. 

Page4 



West Virginia Business College ~ A World of Opportunity 

CAMPUS INFORMATION 

The Main Campus is located at l 052 Main Street , Wheeli ng, occupying a multi - leve l build ing 

approximately 1 1,0 00 square feet in size. A new addition was added in the year 2002 enhancing the 

ad joining building. As new programs are added "specialty" rooms, if necessary, will be added. A state of 

the art Surgica l Suite with classroom was added in 20 l 1 as well as a Law Library in 20 14 comp lete with 

West law access for laga l research pu rposes. There are general classrooms for business, and computer 

classes. Private study areas, student lounge and a meeting room / audito ri um are avai lab le for student use. 

The build ing is a wireless environment tha t utilizes Smart Board technology, an Interactive Display Monitor, 

DVD, te levision, and overhead projector. Severa l offices for administrative use are located at the main 

entrance of the College. The campus is conveniently located in regard to restaurants, parking facilit ies and 

pub lic transportation. 

The Nutter Fort campus is located at 116 Pennsylvania Avenue, Nutter Fort, and occupies the first floor 

of a multi-leve l building. The campus is conven iently located in regard to restaurant facilities and 

pub lic tra nsportation. The building contains general classrooms, computer rooms, and a library resource 

center with a media room conta ining a DVD, televis ion and an overhead projector. Computer rooms and 

the Law Library are internet ready. The bui lding is also a wireless environment. In 2016, a medica l 

laboratory and adjoining classroom were renovated and added to the expanded use of the building. 

The students have computer ha rdware as well as software for the ir use at bo th campuses. The 

hardware and software are periodically updated to meet educa t iona l requirements and local market 

needs. The computer and rooms have enough equipment to insure each student having his or her ow n 

work station dur ing scheduled classes. The most recent update to student computers occur red in 2016. 

ACCREDITATIONS , LICENSES, AND ASSOCIATIONS AND ACCREDITATION 

West Virginia Business College is accredited by the Accrediting Council for Independent Colleges and 

Schools to award Diplomas and Specialized Associa te Degrees. The Counci l is located at 750 First 

Street, N.E. Suite 980 , Washington, D.C. 20002-424 1 (202) 336-6780 . The Accrediting Counci l for 

Independent Colleges and Schools is listed as a nationa lly recognized accredit ing agency by the United 

States Department of Education and is recog nized by the Council for Higher Education Accreditation. 

West Virg inia Business College, Inc. is author ized to operate as a post-secondary educa t ion institution in 

the State of West Virginia in accordance with its permit to operate issued by the West Virginia Council 

for Community and Technical College Education located at 1018 Kanawha Blvd., East - Suite 700, 

Charleston, West V irginia 25301 (304) 558-0265. 
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MEMBERSHIP-APPROVALS-ASSOCIATIONS 

WVBC is approved for training under the The Workforce Innovation and Opportunity Act of 2015 . 

West Virginia - Region V and VI: Barbour, Braxton, Brooke, Doddridge, Gilmer, Hancock Lewis, 

Marion, Marshal l, Monongalia, Ohio, Preston, Randolph, Tucker, Upshur, Tyler and Wetzel Counties. 

Ohio - Jefferson County Commun it y Action Counci l I Belmont County Connections I Harrison County Family 

Services I Monroe County Works 

► Approved for providing training for Veterans 

► Authorized by federa l law to enroll non - citizen U.S. residents 

► Member - Wheeling Area Chamber of Commerce 

► Member - West Virginia Assocciation of Student Financial Aid Administrators 

► Member - Nat ional Association of Student Financial Aid Administrators 

HISTORY 

West Virginia Business was established in 1881 in Clarksburg, WV. Its origina l name was Elliot Commercial 

College after its first owner and President. The college's primary focus was Railroad Operation since it 

was the primary industry at the time. In 1911, the College changed its name to West Virginia Business 

College and also changed its focus of study to support small, one owner businesses. From 1881 to 1989, 

West Virginia Business College remained in the Clarksburg area continuing to adapt to the ever changing 

economic conditions focusing on the basic fundamentals of business. Classes focused primari ly on Small 

Business Management and Secretarial Sciences. In 1972, West Virginia Business College was credentialed 

to offer Associates Degrees along with Diplomas. Over time, fields of study grew to include Med ical 

Sciences, Computer Sciences and Legal Stud ies. In 1989, a b ranch campus was added in Wheeling, WV . 

The demand in Wheeling was so great and as the campus grew at a rapid rate, the Board of Directors 

decided to deem Wheel ing as the ma in campus and Clarksburg as the branch. The Clarksburg campus 

moved to Nutter Fort WV, a suburb of Clarksburg, to occupy the historic Roosevelt Wilson High School. 

West Virginia Business College is the oldest private proprietary college in West Virginia span ning over 

135 years. 

STATEMENT OF LEGAL CONTROL 

West Virginia Business College, Inc. is a private co-educational institution incorporated under the laws of 

the state of West Virginia. The corporation operates a main campus in Wheeling, WV and a branch 

campus in Nutter Fort, WV . The Co llege operates under guide lines and po licies established by its Board 

of Advisors. The on-site Director is the campus Chief Executive Officer. The individual Campus Directors 

have the respons ib il ity of managing a ll aspects of their individua l campus and have authority to exercise 

policies established by the Board of Directors. The institution's corporate officers execute legal documents 

and perform functions as required of corporate officers by law. 
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CORPORATE OFFICERS 

Mr. John A. Tarr, IV 

Ms. Teddy Tarr 

BOARD OF DIRECTORS 

Mr. John A. Tarr IV, President 

Ms. Teddy Tarr, Vice President / Secretary I Treasurer 

The mission of West Virginia Business College (WVBC) is "to enroll, train, and assist students in locating 

employment." The objectives of WVBC are to: provide students with specialized skills necessary for 

employability and a productive future; develop in each student an understanding of the responsibilities 

and obligations involved in ethical, professional conduct; and build self-confidence in students through 

individualized and realistic goal selection and attainment. 

In most cases, a high school education is not sufficient to equip a young man or woman with the specialized 

skills necessary to succeed in a vocation or profession. WVBC believes there is a need for specialized 

career training to prepare adults to successfully meet the challenges of the business world. 

GENERAL INFORMATION 

All students are encouraged and expected to read the catalog before and during matriculation. The 

catalog is offered on the web at www.wvbc.edu for review. The enrollment agreement supersedes 

the catalog in the event of a conflict. This catalog, student's enrollment contract, and signed statement 

of understanding, shall be considered the only official documents of this institut ion. 

General information is distributed through brochures, advertisements, or documents and / or 

oral statements. These are to be considered general information only. These materials are subject to 

change with or without notice, and do not create any legally binding rights or responsibilities e ither 

imp lied or not implied on the part of WVBC or the student. The catalog is current at the time of printing; 

however, WVBC reserves the right to make changes, additions, or deletions or to waive or change any 

requirement or rule, where administration deems such actions to be appropriate as long as such change 

does not affect the student's rights or responsibilities. All revisions to the current catalog are part of the 

current catalog and should be referred to where relevant. All benefits or services offered by WVBC 

(placement assistance, free auditing for graduates, etc.) shall end if the College terminates operation of 

either campus. 
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Discrimination Policy 

West Virginia Business College is committed to the principle of equal opportunity and providing 

educational and work environments free from discrimination. The College prohibits discrimination on the 

basis of race, color, national or ethnic origin, religion , sex, sexual orientation, gender identity or gender 

expression, age, disability, veteran status, and other legally protected statuses in the recruitment and 

admission of its students, the administration of its education policies and programs, and the recruitment of 

its faculty and staff. The College adheres to all state and federal equal opportunity laws and 

regu lations. 

Registration 
A registrat ion is held the beginning of each quarter for all new and returning students. The purpose of the 

registra tion is to review policies, procedures and all other information necessary for successful matriculation 

in the student 's chosen program. All new and re-enrolling stude nts are required to attend. Students will 

receive books, supplies, and schedules as well as have interviews with mentors and meet instructors. 

Late Registration 

Late regist ration requires that a financial aid interview must be completed and the student must be 

seated in class within seven days of scheduled start date 

Living Accommodations 
Most WVBC students live at home and commute to classes. It is the responsibility of the student to find 

housing near the school in order to commute. If necessary, assistance is given to the student by the staff 

when at all possible. 

Admission Requirements 
Applicants are considered for acceptance by the college only after meeting the following req ui rements: 

1. Having earned a high school diploma or its equivalent. 

2. Being interv iewed by an Admissions Representative. 

3. Completing the WVBC Placement Evaluation. Candidates for the Specialized Associates 

Degree must achieve a minimum of 20 on the evaluation in order to be accepted directly into 

the degree programs. Candidates for the Specialized Associates Degree - Surgical 

Techno logy program must achieve a minimum of 25 on the evaluation in order to be accepted 

directly into this program. Scoring below a 20 requires probationary admittance for the first 

quarter of a candidates enrollment; graduation may also be delayed. Any student who has 

graduated from a diploma program at West Virginia Business College may be accepted into 

any of the degree programs currently offered. 

4. Being accepted by the Director. 

Acceptance for admission indicates only that the applicant meets the minimum acceptance requirements. 

Applicants should not assume acceptance is an express or implicit guarantee or a representation of the 

likelihood of academic or career success or ability of the applicant to achieve the applicant's goal. 
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Prospective students should call or write the college to arrange an appointment for a personal interview 

with an Admissions Representative. At the time of the appointment, a parent or spouse should accompany 

the applicant. Upon completion of the interview, the formal Application for Enrollment may be completed. 

Because of many changes that occur daily in both business and education, it is impossible to guarantee 

long standing particulars. The College, therefore, reserves the right to cancel, suspend, or permanently 

terminate educational programs for any reason, with or without notice. This policy will not affect the status 

of currently enrolled students. 

Tuition & Fees 
Tuition is assessed on a quarter basis and payable in full at the beginning of each quarter. Payment may 

be deferred until rece ipt of financial aid in those cases where students are relying on such aid to pay 

tuition. All charges are based upon the fee schedule in force at the time of enrollment. The student is 

responsible for payment of all charges including tuition, fees and supplies. Books are separate from tuition 

and can be purchased at outside bookstores or the College's bookstore. Books are estimated at 

approximately 25% of the cost of the program, depending on current markets. See the Tuition and Fees 

Addendum for more detail on tuition and fees. 

Payment is not contingent upon receipt of financial aid. The College does not guarantee the receipt or 

likelihood of receipt of any financial aid. The College shall have no further obligation to the student if the 

student fails to pay tuition or fees for any quarter, regardless of the reason. It is up to the college's 

discretion if the student can remain enrolled. Transcripts, diplomas, o r any other documentation will not be 

issued if payment in full is not received. Delinquent balances may be turned over to a collection agency 

and/or other collection actions may be taken. 

Refund Policy 
The refund policy for students not receiving Title IV funds will be made in accordance with the signed 

Application for Enrollment. Refunds for students receiving Title IV funds will be made in accordance with 

Department of Education guidelines and followed uniformly by West Virginia Business Coll ege as such: 

1. Cancellation prior to the first day of class: If applicants, accepted by the institution, cancel within five 

(5) business days following the date an enrollment contract is signed, the school will refund all monies 

paid to the institution. In the event of a cancellation notification following this period, but prior to 

start of classes, the institution will refund all monies paid. 

2. Withdrawal after the commencement of classes: Students who withdraw during the first 2 weeks of 

the quarter will receive a tuition re fund of 50% of the charged tuition for the period. Students who 

Page 9 



West Virginia Business College~ A World of Opportunity 

withdraw during the third week of the quarter will receive a tuition refund of 25% of the charged 

tuition for the period. After the third week, no refund will be made. Application and other fees are 

non-refundable. When a refund is due of $25 or less to the student, the institution is not required to 

refund. All return of Title IV funds will be made in accordance with the rules and regulations of the 

U.S. Department of Education. Return of funds will be based on the amount of time a student spends 

in school. This will be determined by the number of calendar days completed in the period of 

enrollment divided by the total calendar days in the enrollment period (excluding scheduled breaks 

of five days or more). If the percentage is less than 60% the appropriate amount of aid is returned 

within the allotted time frame. If the amount is greater than 60% no return of monies is mode. This 

formula determines the amount of tuition earned by the institution. Any unearned funds will be 

returned to the proper agency. There may be funds the student must return to the U.S. Department 

of Education. Those funds con be paid to WVBC within 30 days of the lo st day of attendance and 

the school will return the funds or the student can make arrangements with the U.S. Department of 

Education. Students ore notified of this process via letter. 

3. Refunds to Veterans will be mode on a pro-rota basis as required by the Veterans Administration 

and appropriate state regulatory bodies. 

4. The WVBC refund distribution policy adheres to the Department of Education Student Financial 

Aid Guidelines relating to the Return of Title IV Funds and is expressed as follows: 

a. Unsubsidized Direct Loons 
b. Subsidized Direct Loons 
c. Unsubsidized Federal Direct Stafford Loons 
d. Subsidized Federal Direct Stafford Loons 
e. Federal Perkins Loons 
f. Federal PLUS loa ns received on behalf of the student by a Parent/Guardian 
g. Federal Direct PLUS Loans received on behalf of the student 
h. Federal Pell Grants/ FSEOG Program Funds / SMART Grant Program Funds, State Grants 

Definition of a Quarter Credit Hour/Academic Year 

The institution will measure and award credits using quarter credit hours as its unit of credit. The institution 

operates on a quarter calendar year. A Quarter is l 0- l 2 weeks in length. WVBC awards quarter credit 

hours for financial aid and for academic purposes. As such, the number of hours required to successfully 

earn a credit varies by the type of course. Specifically, a quarter credit hour is equivalent to a minimum 

of l O clock hours of lecture; 20 clock hours of laboratory; or, a combination of the two. Each one hour of 

class requires two hours of out of class activity. The award of credit hours for lecture courses also assumes 

appropriate out-of-class learning activities, such as reading, field trip s, the information research project, 

internship observat ions and similar activities, to support the credit awarded for courses. We note that the 

number of credits for financial aid purposes is calculated using a different formula and therefore may 

vary for financial aid purposes. 
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Retention and Placement Rates [For reporting period of July 1, 2015 to June 30 , 2016] 
Retent ion and Placement Rates as published by West Virginia Business College to ACICS, the 
nat ional accreditation board, are as follows: 

WVBC 2015 Rates 

Wheeling Campus (all programs) 

Nutter Fort Campus (all programs) 

Retention Rate 

63.0%* 

59.0%* 

Placement Rate 

64.0%* 

70 .0 %* 

*Rates for this period are tentative in the Fall of 2016. Retention and placement rates will be finalized as of 
November 1, 201 6. 

ACADEMIC POLICIES AND PROCEDURES 

Full-Time Student - A student must attempt at least twe lve quarter hours of credi t to be considered a 
full -time student. 

Half-Time Student- Students registered for e ight (8) quarter hours of credit shall be conside red as 
ha lf-time students. 

Less Than Half Time Student- students regis tered for fo ur (4) quarter hours of credit w i ll be considered 
less than half-time. 

Transfer Student- The student sha ll abide by the same admission regulations as the non-transfer students. 

Grading System 

Grades are reported at the end of each quarter. The mid-quarter grades are issued as a report of 

progress of students do ing be low average work. The following sca le is used for report ing grades and 

determ ining grade :YO°fnr ove ro j'-~: 
GRADE GRADE QUALITY SCALE QUALITY POINTS 

A Excellent l 00-90 4.00 

B Good 89 -80 3.00 

C Fair 79-70 2.00 

D Poor 69 -60 1.00 

F Fai lure 59-0 0.00 

* WP / WF W ithdraw ----- -----

* Withdrawa l is not calcu lated in G.P.A. but may affect satisfactory academic progress. 

Grade Point Average 
Grade point average (GPA) is computed by dividing the quality points earned by the number of classes. 

Withdrawal from Cla ss Program or School 

If a student wishes to withdraw from WVBC, they may do so orally or in wr iting through the Di rector. 

Students may recieve a Withdraw Passing (WP) or a Withdraw Failing (WF) dependent on the class 

grade at the time of withdrawl. As stated, this w ill not affect G.P.A. but may affect sat isfactory academic 

progress. Changing schedules / p rograms may result in loss of credi t, extension of program length or other 

adverse consequences. All students receiving Title IV funds must complete an exit interview upon 

graduation or leaving the College. This can be completed with the Financia l A id office, email, or at 

www.studentloans .gov. Students who do not mee t instructional gu idelines and ref use contact from the 

College may be deemed as withdrawn from the College witho ut notificat ion and processed as such. 
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If at any t ime a student fa ils a class, drops a class, changes from day to evening classes, changes from 

evening to day classes, transfers in classes, or sits out a quarter for any reason, WVBC has no 

responsibility to assure fulltime schedules fo r the remaining time the student has in school. Therefore, the 

student 's graduation date will be extended. Students who fai l to meet ind ividua l class instruction guidelines 

and do not contact the college can be considered withdrawn witho ut notification. 

Incomplete Grade 
A grade of "incomplete " is assigned when, in the opinion of the instructor, the student has not had time to 

complete the course requirements because of a just and legitimate reason. A student is given until 

reg istration day of the next quarter to remove the " incomp lete." If this is not done to the satisfact ion of the 

instructor, the "incomplete" automatically reverts to a "failure." 

Student Teacher Ratio 
The ave rage overall student-teacher ratio is approximately l 2 to 1. 

Transfer of Credit to WVBC 
No monetary remunerat ion is given for credits accepted from other accredited colleges. Students 

transferring to WVBC from another institution accredited by age ncies recogn ized by the U.S. Department 

of Education will comply with the estab lished admissions procedures. It is the responsibility of the student to 

request the official transcripts be mai led to WVBC by the end of the drop / add period. WVBC reserves 

the right to use its discretion w ith regard to t ransferring credits from another institution . Credits earned at 

other accredited post-secondary educat ional institutions may be accepted on the bas is of an official 

transcript provided by the student with an "A " grade and course descript ion of all classes they are 

presenting for acceptance. WVBC determines whether the prospective credits meet with the provisions 

listed be low. This is determined by the Director. The College will accep t credits earned at other acc redited 

institutions as indicated below: 

A. Only those courses in which the student was awarded a grade of "A" (4.0) or better will be 

considered for transfer . (Grades and cred its are transferab le.) 

B. Only courses applicable to the program for which the student is enrolled will be accepted into their 

program. The student must have earned the equivalent of four quarter credit hours. 

C. No more than one ha lf ( 1 / 2) the required course s and hours of program may be transferred from 

another accred ited college or university . 

The student is notified of which, if any, credits transfer once the College receives his/ her official transcript. 

NOTE: Total number of comp leted hours that a student must accomplish to comp lete his/ her program does 

not change. 
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Transfer of Credit from WVBC 

Classes taken at one institution frequently will not a lways match w ith classes offered at another institution. 

Even if both institutions are accredited, it may sti ll be difficult to transfer cred its from one institution to 

anothe r. Each educational institution has different missions, course des igns, and curric ulum. WVBC classes 

are not designed for students to transfer to other colleges; they are designed for students to get a job. The 

Co llege has met academic and ed ucational standards and is recog nized by their accrediting agency. Since 

the determ ination of transfer of credit is made only by the institution at wh ich the student des ires to further 

thei r education, the student is adv ised to contact othe r institutions to which they may desire to transfer to 

determine tra nsfe rab ili ty, BEFORE beginning classes at WVBC. 

West Virg inia Business College make s no claim or promise that WVBC credits will be accepted 

by a school, college , universit y, or institution other than our articulation agreement with 

Salem Internat ional Univer sity (SIU). 

Fina l Examination 

A final exam ination is required in each course and is given at a speci fi ed time. Students eligible to be 

exc used from their exams are as follows: 

A . Students w ill be excused because of ext reme emergency circumstances as determ ined by Di rector, 

at which time stude nts may be asked to present appropr iate documentation. 

B. Students meets the criter ia for the Honors Program .* 

Honors Program 
All students are e ligib le to participate in the WVBC Honors Program. An Honors Student at West Virg inia 

Business College must earn a grade of an 'A ' in a ll classes o f the i r program to gain desig nat ion of "With 

Honors" as expressed on their officia l transcript. 

Graduat ion Requirem ents 
To qualify for graduation, a student must: 

A. Pass a ll required courses in the student's program with a minimum 1.0 ("D " g rade) on a 4.0 sca le. 

B. Have an overall cumulative 2.0 ("C" average) on a 4.0 sca le and meet all Satisfactory Academic 

Progress req ui rements. 

If a student meets requi rements for graduation but has not paid a ll tuition and fees , the student shall 

graduate but will not be entit led to placement assistance, dip loma, t ranscripts or other docume nts. 
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Internal Program Transfer 

A student who chooses to discontinue attendance at any time is entitled to be graduated in any program 

an through an internal credit transfer from their degree program to a diploma program by notifying the 

institu tion in writing. The West Virginia Business College Office of Financial Aid will conduct a degree 

audit to confirm the student has fulfilled all graduate requirements, and will then complete a program 

transfer and credential award recommendation to the Campus Director. 

WVBC programs are not specifically designed to prepare students to obtain any outside certifications or 

credentials. Passing written examinations or meeting other requirements necessary to obtain state, national, 

industrial, or other types of certification, licensure, registration, or credentials available in the field of 

studies offered at WVBC will require additional out of class study and preparation on the student's part. 

The West Virginia Business College graduation ceremony is held once a year for all students who have met 

the graduation requirements as established by the College. 

Independent Study 
Independent Study may be utilized in appropriate circumstances, such as to resolve scheduling conflicts or 

difficulties. Each decision is based on individual cases. Independent Study students are expected to 

complete the same course work as in regularly scheduled course offerings. Independent Study involves a 

level of independence and self direction on the part of the student to read material, complete and submit 

projects, reports and other assignments on a timely basis and successfully pass examinations as if a student 

was attending a regularly scheduled class. 

Refresher Course 

A graduate of WVBC is permitted to retake any course they have completed at WVBC with no charge 

except for any books they may need. No grades or quarter hours are awarded nor does the student have 

to fulfill the regular course requirements. The teacher has no obligation to the graduate except to 

permit them to attend classes. Refresher courses are offered on a space-available basis. 

Leave of Absence 

West Virginia Business College does not grant leaves of absence. 
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SATISFACTORY ACADEMIC PROGRESS (SAP) 
The College has established satisfactory academic progress (SAP) standards that all students must achieve 

and maintain to be considered to be making measurable progress toward completion of his or her 

program of study. These standards define the quantitative -pace or percentage of completion ,qualitative 

measure - minimum cumulative grade point average (CGPA), maximum time frame (MTF) for completion of 

a program of study and other academic requirements. In order to receive and continue to be eligible for 

federal, state and institutional financial aid funds, a student must maintain satisfactory academic progress. 

West Virginia Business College evaluates SAP applicable to the program of study in which the student is 

enrolled at the end of each academic year for programs that are longer than an academic year and at 

the end of each quarter for programs that are one academic year or less in length. All students must 

complete and graduate from their program of study within 150 % of the published program lengt h. 

Students not meeting these standards will be subject to dismissal from College. All students must have a 

CGPA of a 2.0 (Grade of C) for graduation from any program. 

SATISFACTORY ACADEMIC PROGRESS- QUANTITATIVE CHART (PACE OF COMPLETION) 

The quantitative component of SAP is the measure of the pace at which a student must progress through his 

or her program of study to ensure completion within the maximum timeframe allowed and provide for the 

measurement of the student's progress at the time of evaluation. The pace or completion percentage is 

calculated by determining the cumulative number of credit hours the student has successfully completed 

divided by the number of cumulative credit hours the student has attempted. Transfer credit hours 

accepted from other schools that are applied to a WVBC program of study are counted in the calculation 

as both attempted and completed hours. A student must complete 66.67% of attempted credits per 

evaluation period in order to complete program of study within the maximum time frame ( 150 % of the 

published program length). 
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QU AN TITATIVE CHART (PACE OF COMPLETION ) 

EVALUATION POINTS 
AT EVA LUATION POINT, MIN. % OF MAX. TIME TO 

PROGRAM WORK REQ . TO COMPLETE PROGRAM IN COM PLETE PROGRAM 
[INCREM ENTS] 

MAX. TIME [150%] 

END l •t Quarter 17% [8 credits] 

END 2nd Quarter 42 % [20 credits ] 
DAY 5 QTRS [1.33 AY] 

EACH QUARTER END 3rd Quarter 67% [32credits ] 
48 CR HRS DIPLOMA 72 CREDIT HOURS 

END 4 th Quarter 83% [40credits] 

End 5TH Quarter l 00% [48 credits) 

End l STQuarter 17% [8 credits ] 

End 2nd Quarter 33% [1 6 credits ] 

EVEVING End 3,d Quarter 50% [24 cred its] 6 QTRS [2.00 A Y] 
EACH QUARTER 

48 CR HRS DIPLOMA End 41h Quarter 67 % (32 credits ] 72 CREDIT HOURS 

End 5 th Quarter 83% [ 40 credits] 

End 6 th Quarter l 00% (48 credits ] 

End 1,, Quarter 17% ( l O credits ] 

End 2nd Quarter 33% [20 credits ] 

DAY End 3 ,d Quarter 53% (32 credits ] 6 QTRS [2.00 A Y] 
EACH QUARTER 

60 CR HRS DIPLOMA End 41h Quarter 67% [40 credits] 90 CREDIT HOURS 

End 5 th Quarter 86% [52 credits) 

End 6 th Quarter 1 00% [60 credits ] 

End 1" Quarter 1 3% (8 credits ] 

End 2nd Quarter 27% (16 credits ] 

End 3,d Qua rter 40% [24 credits ] 

EVENING End 41h Quarter 53% [32 credits] 8 QTRS [2.5 A Y] 
EACH QUARTER 

60 CR HRS DIPLOMA End 5 th Quarter 67% [40 credits) 90 CREDIT HOURS 

End 6 th Quarter 80% [ 48 credits] 

End 7 th Quarter 93 % [56 credits ] 

End 8th Quarter 100% (60 credits ] 

DAY END OF EACH 
33 .3% [32 CR HRS) - ]ST EVAL 9 QTRS [3 .00 A Y] 

67 .0% [64 CR HRS] - 2ND EVAL 144 CREDIT 
96 CR HRS DEGREE ACADEMIC YEAR 

100.00% [96-CR-HRS] - 3RD EVAL HOURS 

23% (24 CR HRS] - ]ST EVAL 

2ND EVAL 
12 QTRS [4.00 AY] 

EVENING END OF EACH 50% [4 8 CR HRS] _ 
144 CREDIT 

96 CR HRS DEGREE ACACEMIC YEAR 75% [72 CR HRS] _ 3 rd EVAL 
HOURS 

l 00% [96 CR HRS] _ 4th EVAL 

SATISFACTORY ACADEMIC PROGRESS-QUALITATIVE CHART 

The qualitative component of SAP is the measure of the quality of the student's academic progress by 
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evaluating the student's CGPA. To meet the qualitative requ irement, a stude nt must maint a in a minimum 

CGPA as specified in the cha rt below. 

EVA LUATION POINTS CGPA NEEDED TO GRADUATE 
PROGRAM M INIMU M CGPA 

[INCREMENTS] IN MA X. TIME [150%] 

End of l ,t Quarter l .00 

End of 2nd Quarter 1 .00 
DAY 

EACH QUARTER End of 3 rd Quarter l .50 2.00 CGPA 
48 CR HRS DIPLOMA 

End of 4th Quarter 2.00 

End of 5th Quarter 2.00 

End of l st Quarter l .00 

End of 2nd Quarter 1 .00 

EVENING End of 3 rd Quarter l .00 
EACH QUARTER 2.00 CGPA 

48 CR HRS DIPLOMA End of 4th Quarter 1.50 

End of 5 th Quarter 2.00 

End of 6th Quarter 2.00 

End of l st Quarter 1.00 

End of 2nd Quarter 1 .00 

DAY End of 3rd Quarter l .00 
EACH QUARTER 2.00 CGPA 

60 CR HRS DIPLOMA End of 4 rd Quarter l .50 

End of 5th Quarter 2.00 

End of 6th Quarter 2.00 

End of l st Quarter l .00 

End of 2nd Quarter 1 .00 

End of 3rd Quarter l .00 

EVENING End of 4th Quarter l .00 
EACH QUARTER 2.00 CGPA 

60 CR HRS DIPLOMA End of 5th Quarter l .50 

End of 6 th Quarter 2.00 

End of 7 th Quarter 2.00 

End of 8th Quarter 2.00 

DAY END OF l ST ACADEM IC YEAR 1.00 CGPA 

96 CR HRS END OF 2ND ACADEMIC YEAR 1.50 CGPA 2.00 CGPA 

ASSOCIATE DEGREES END OF 3RD ACADEM IC YEAR 2.00 CGPA 

END OF l ST ACADEM IC YEAR 1.00 CGPA 
EVENING 

END OF 2ND ACADEMIC YEAR 1.50 CGPA 
96 CR HRS 2.00 CGPA 

END OF 3Ro ACAD EM IC YEAR 2.00 CGPA 
ASSOCIATE DEGREES 

END OF 4TH ACADEMIC YEAR 2.00 CGPA 

The grades and their values in the grading system chart in this catalog are used in calcu la t ing the quarter 
and cumulative GPA (CGPA) for SAP purposes. 
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Effect of Withdrawals, Repeats, Incomplete Grades, Transfer Credits and Lack of Remedial Courses 

a. Course withdrawal, grade of "W ", has no effect on the student 's CGPA or successful completion of 

courses. However, the grade of "W" is counted in the credit hours attempted in the calculation of 

the pace of completion and maximum time frame. 

b. Repeated Coursework, a course that is taken and then retaken for the purpose of raising a failing 

grade. The highest grade earned from each course attempt will be used in the calculating the 

student's cumulative grade point average. However, all credits attempted are calculated in the 

Maximum Time Frame (MTF) for complet ion and remain on the student's academic record. 

c. Incomplete grades are counted as credits attempted for pace of completion and maximum time 

but are only included in the credits comp leted when the "I" grade is replaced with a final grade. 

The " I" grade is treated as an "F" grade in the CGPA calculation until the incomplete grade is 

replaced with a final grade. If the incomp lete is not comp leted before the next Registrat ion 

Day, it becomes a fina l grade of "F." 

d. Transfer credits hours accepted for the student 's program of study are counted in both attempted 

and comp leted credit hours when measuring maximum time frame to compete the student's 

program of study and establishing eva luation points for the measure of the qualitative standard, 

but has no effect on the student's overall grade point average. 

e. Remedial courses are not offered fo r any program of study at West Virginia Business College. 

Change of Academic Program Prior to Academic Dismissal 

If a student changes programs or is seeking an additional degree / diploma, the qualitative and 

quantita tive standards used to evaluate SAP will include all periods of a student's enrollment. Attempted 

credits and grades earned and transfer credits, which do not apply to a student 's new program of study, 

will not be counted towards the new program of study. If cred its attempted and grades earned and 

transfer credits do apply to the new program of study then all grades and credits earned will be 

transferred into the new program. 

Academic and Financial Aid Warning, Probation, Appeal, and Dismissal Policy 

ACADEMIC AND FINANCIAL AID WARNING FOR DIPLOMA STUDENTS 

An academic and financia l aid warning status will be granted students enrolled in the Diploma program, 

who upon first SAP evaluation, do not meet the minimum qua litative and quantitative standards of SAP. 

The financial aid warning status will be granted for a period of one quarter. Dip loma program students 

are eligible to receive federal, state, and institutional financia l a id during wh ile enrolled on a warning 

status . If at the conclusion of the academic and financia l aid warning quarter the student meets the 

standards of satisfactory academic progress, he or she regains good academic standing. If students fail 

to achieve the minimum qualitative and quantitat ive SAP requirements at the end of the academic and 

Page 18 



West Virginia Business College~ A World of Opportunity 

financial aid warning quarter, the student is subject to academic dismissal and financial aid suspension. 

Students will be notified by letter from the Campus Director of his or her academic and financial aid status. 

The Academic and Financial Aid Warning status is not available for degree-program students whose 

evaluation points are only at the end of an academic year. 

ACADEMIC DISMISSAL AND FINANC IAL AID SUSPENSION FOR ALL STUDENTS 

Students who fail to achieve the required cumulative GPA and /or completion percentage, or exceed the 

maximum timeframe of 1 50%, the student will be placed on academic dismissal status, under which 

financial aid eligibility is lost. A diploma student who has completed two academic years (six quarters) 

and whose academic standing is below the minimum SAP standards is not eligible for academic 

probation status and will be placed on academic dismissal status and financial aid eligibility is 

terminated. Students placed on Academic Dismissal Status or Financial Aid Suspension Status will be 

notified by letter from the Campus Director before the beginning of the nex t quarter. A copy of student 

notification is placed in the student's permanent academic record. 

ACADEMIC AND FINANCIAL AID PROBATION AND APPEAL POLICIES 

Students who fail to meet the SAP standards may appeal the academic dismissal status and financial aid 

suspension status by submitting a written appeal to the Campus Director within five calendar days after 

notification. An appeal must be based on significant mitigating circumstances that seriously impacted the 

student's academic performance. Mitigating circumstances include for example serious illness, accident or 

injury to the student, death of a family member or significant person in the student's life, or special other 

circumstances. The appeal must include the following: 

a. Deta iled written explanation of the reason(s) the student failed to meet SAP standards; 

b. A detailed explanation of what has changed that will allow the student to meet SAP 

standards; and 

c. Supporting documentation for items l and 2. 

The Director will review the appeal and the student will be sent a notification of the decision within seven 

business days after receipt of the appeal. The decision of the Campus Director is final. 

If the appeal is successful, the student is considered on academic probation status for one quarter of 

enrollment and continues to be eligible to receive federa l state and institutional financial aid funds. At the 

end of the probationary quarter, the student's CGPA and credit hours successfully completed are 

evaluated using the established minimum standards of SAP. If the student's CGPA and/or credit hours 

earned equals or exceeds the required minimum SAP standards, the student is removed from probationary 

status and considered to be making satisfactory academic progress. If the student's CGPA and credit 
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hours earned are below the required minimum, the student will be placed on academic dismissal and 

financial aid suspension. The student will be notified of his or her academic and financial aid status by 

letter. 

If the appeal is not granted, or the student the student is not eligible to be placed on a probationary 

status, the student will be academically dismissed and may request an extension of enrollment. 

Reestablishing Satisfactory Academic Progress and Eligibility for Financial Aid 

Students who have been academically dismissed from WVBC may re-establish satisfactory academic 

progress and eligibility for financial aid by: 

l) Enrollment for one or more quarters at their own expense and retake previously failed 

courses, when offered, and achieve the minimum quantitative and qualitative standards of 

academic progress, or 

2) Successfully appeal a failure to maintain SAP as described above. 

Reestablishing Eligibility for Re-entry after Academic Dismissal 

To reestablish eligibility for re-entry, a student whose training is interrupted due to unsatisfactory 

academic progress and has been in reciept of Title IV funding, must remain out of school for at leas t 

180 days, apply for re-admission, have approval of and have been counseled by the Campus 

Director. Counseling include identifying areas of academic weakness, a rev iew of tutoring available 

to the student, and establishing an agreed upon written academic plan. Submission of a re-entry 

request does not guarantee approval for re-entry. A student who is permitted to re-enter must begin 

enrollment at start date of a quarter. The student must successfully retake courses previously failed to 

achieve or exceed the minimum quantitative and qualitative SAP standards. At the end of the first quarter 

after re-entry, if the student has demonstrated academic improvement and met the minimum SAP 

standards, he will be considered to be making satisfactory academic progress and will be re-instated in 

his or her program of study and is eligible to receive federal, state, and institutional financial aid. 

If the student fails to achieve the minimum SAP standards, the student will be academically dismissed and 

will not be eligible for readmission. Students placed on Academic Dismissal Status will be notified by 

lette r from the Campus Director 

A student may also reestablish eligibility for re-entry by enrolling in a new program of study. The student 

may not re-enroll in the program from which the student was dismissed. Upon re-entry into a new 
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program, the student is eligible for federa l, state, and institutiona l financial aid. All credits attempted and 

grades earned with a "D " grade or higher if applicable to the new program of study wi ll be transferred 

to the new program of study and will be considered as part of the new max imum time frame for program 

completion. Students a re limited to one such program of study change. 

FEDERAL FINANCIAL AID PROGRAMS 

Federal assistance programs are admin istered through the Department of Educat ion. Any U.S. citizen, or 

person in the U.S. for other than temporary reasons, who is enrolled or accepted for enro llment on at least 

a half-time basis may app ly for these prog rams. 

Federal Pell Grant 
The Federal Pell Grant is an important source of aid for students who demonstrate financial need. 

Applications are availab le through high school counselors or WVBC Financial Aid Office. The amount of 

the award depends upon the student's determination of eligibility, the cost of attendance, and a payment 

schedule issued by the Department of Education. 

Federal SEOG 
The Federal Supplemental Educat ion Opportunity Grant is fo r students who have exceptional financial 

need and a re unable to continue their education . An e ligib le FSEOG recipient must be an undergraduate 

student and have financial need. If a student loses Pell Grant eligibility prio r to disbursement of the 

FSEOG, the student becomes ineligib le to receive FSEOG. 

West Virginia Higher Education Adult Part- Time Student Grant 
The HEAPS Grant Program is to encou rage and enable needy West Virg inia students who desire to 

continue their education on a part-time basis at the post-secondary leve l. Students may apply for the 

HEAPS Grant Program and / or the HEAPS Grant Program Workforce Deve lopment Component. The HEAPS 

Grant Program is availab le for students en rolled with in any dip loma program at the Co llege. 

West Virginia Higher Education Grant Program 
App licat ion for state -aid is required for a ll West Virginia state high school seniors. Other WV app licants 

less than 5 yea rs remo ved from high school, and have not earned college cred its are also required to 

complete application as well. Grants may be renewed as long as the recip ient continues to meet all 

eligibi lity requirements or completes baccalaureate degree requirements. The HEAG program is available 

for students enrolled with in any degree program at the College. 

Federal Student Loan Programs 
Federal Loans may be avai lable to students and / or their parents. They include the Fede ral Family 

Educat ion Loan, Subsid ized and Unsubsidized Federa l Direct Studen t Loans and the Federa l P.L.U.S. Loans. 

The Financia l Aid Office will provide information regarding these loa ns. 
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Veterans' Educational Benefits 

If a Veteran has been honorably discharged from the Armed Forces, Educational Benefits may be 

available upon applicat ion to the Veterans Administration. Dependents of Veterans, who are totally 

disabled or died as a result of military service, may be eligible for benefits. Members of the Reserve 

Components may be eligible for VA Benefits under the G.I. Bill. 

Career Search Assistance 
Because of the proven competency of the College's graduates, area employers are in frequent 

communication with the school's Career Services Representative who maintains records of available 

positions and each student's qualifications. The services of the Career Services Representat ive are 

availab le to graduates of al l programs. Every effort is made to place each graduate in the position for 

which he or she is most qualified. However, West Virginia Business College does not guarantee 

employment. Each student must register with the Career Services Representat ive during the last six weeks 

of the quarter in which he or she is scheduled to graduate. 

CAMPUS HOURS 

Mon., Tues., Thurs. 7:30am - 1 0:00pm 

Wednesday 7:30am - 5:00pm 

Friday 9:00am - 4:00pm 

Saturday 9:00am - 1 :00pm 

Library is online and has 2 4 hour access at: 
www.wvbc.edu; access password is whg log 

Director List 

CLASS HOURS 

Day 8:00am - 3:00pm 

Evening 6:00pm - 1 0:00pm 

Class hours are no earlier than 8:00 am or later than 3:00 pm 

for day students. Class hours are no earlier than 6:00 pm or 

later than 1 0:00 pm for evening students. 

A student is p laced on the Director's List if he or she has earned at least a 3.5 GPA dur ing any given 

quarter. The student must have attempted at least twelve ( 1 2) quarter hours for that quarter. 

College Scholarship 
West Virginia Business College will offer schola rships of $1000.00 value and $500.00 value when 

conditions and pro jected class schedules allow. Scholarships will apply to selected programs. To qualify, 

students in the normal trade area must ( 1) have achieved at least a 3.0 (out of 4.0) grade point average 

in high school, (2) currently be in the senior class of high school or a graduate of the most recent senior 

class, (3) receive the recommendation in writing of the high school principal or guidance counselor, thus 

giving the principal or guidance counselor the major role in the selection process. All other conditions for 

admission into the college still apply. This scholarship program is open to all applicants meeting the above 

conditions on a fair and equal basis. Recipients must meet all satisfactory progress standards and other 

conditions applicable to all students. The $1 000.00 scholarships will apply to the Specialized Associate 

Degree Programs. The $500.00 scholarships will apply to all diploma programs. The only terms and 
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conditions which must be met to receive the scholarship are listed above. The scholarship is distributed 

during the student's last quarter before graduation. The application procedures are as follows: The 

applicant will obtain a letter from the high school principal or guidance counselor. Official high school 

transc rip ts are also required. Upon presentation of this letter to WVBC, the applicant will receive the 

scholarship providing the applicant satisfies all normal enrollment conditions, actually enrolls into and 

graduates from WVBC. The deadline for providing the letter is the midpoint of the applicant's first 

academic quarter at WVBC. 

President's Scholarship 
WVBC offers to all high school seniors, a President's scholarship in the amount of $20,200, which covers 

tuition, and fees. Textbooks are not included in the award. The applicant must be a high school senior and 

make the highest score on the test offered at the college. There is no charge for this test. All current high 

school seniors are eligible to participate. 

STUDENT CONSUMER INFORMATION (access to current consumer information is located at www.wvbc.edu) 

Procedures To Inspect and Review Records 
The Family Educational Rights and Privacy Act (FERPA) afford students certain rights to their education 

records. They are as follows: 

A. The student has the right to inspect and review his/her educational records within 45 days from the 

day the Director of the College receives written request for specific record(s) that the student 

wishes to review. The Director will set the time to review the records with the student and will meet 

with the student in the Director's office. 

B. The student has the right to ask that his/her educational records be amended if they believe they 

are misleading or inaccurate. It is the student's responsibility to write the Director clearly 

identifying the part of the record they wish to change and specify why it is inaccurate or 

misleading. If the College determines that it will not amend the record as requested, the College 

will notify the student of their decision and advise the student of his/her right to a hearing 

regarding the request for amendment. 

C. The student has the right to consent to disclosure of personally identifiable informatio n contained in 

the student's education records, except to the extent FERPA authorizes disclosure without consent. 

One exception which permits disclosure without consent is disclosure to school officials with 

legit imate educational interest. This may include a person or company with whom the College has 

contracted (such as an attorney, auditor, collection agency or others). A school official has a 

legi timate educational interest if the official needs to review an education record in order to fulfill 

his/her professional responsibility. 

D. If student requests copies of item in his/her file they must be specific in the ir request and a fee will 

be charged, which is paid before copies are made. A minimum of 48 hours is necessary. 
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E. The College reserves the right to provide without permission, academic information, student 

conduct, financial aid information, employment, and /or other relevant information to government 

agencies, to financial institutions, to prospective employers, credit reporting and/or collection 

organizations, guarantee agencies, and other relevant organizations for purposes of financial aid 

administration and student loan servicing/collection and to accrediting agencies for accred itat ion 

related purposes. The College will not disclose information about any current or former student or 

applicant, to any other individual entity or organization unless required to do so by a specific 

statute, regulation, or court order without student/applicant written permission. 

Student Services 

Guidance is provided from the time of the student's initial admission interview. Personnel of the College 

recognize the need for providing this guidance to the student in all phases of his or her academic life. 

Registration and subsequent mentoring sessions acquaint the students with the staff and faculty 

members and to services which are available to the student within our surrounding communities. 

The Director helps the student resolve academic and personal problems, which may be interfering with 

satisfactory progress. A student who encounters difficulty in financing his or her education should consult the 

Financial Aid Manager for information and assistance. A student who desires employment should meet with 

the Career Services Representative. 

West Virginia Business College Crime, Security, and Substance Abuse Policy 

It is the policy of this institution to maintain a drug free and alcohol free environment. Students and staff 

are urged to review and abide by the institution's policy. This institution has available information 

regarding drug abuse prevention and counseling. Any student or employee of the Co llege seeking drug 

abuse information may contact the Director of the school for information regarding available literature, 

counseling services, and other assistance in the prevention of substance abuse. It is the policy of this 

institution that any criminal acts of any nature occurring on campus should be reported to the Director, and 

to the local law enforcement agencies. The institution maintains records relating to crimes committed on 

campus. Students and employees should also review the institution's policy regarding prevention and 

reporting campus crime. Copies of the institutional substance free policy and the campus security policy 

are posted thoughout the College. 

Academic Performance Policy 

WVBC places the responsibility of attendance upon the student. The student should approach his or her 

classes in the same light as he or she views the need to attend work. Not showing up for work generally 

means termination. Therefore, students who do not attend classes regularly and on time can expect 
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penalties. Whenever a teacher feels that a student has been absent or tardy to the extent it may 

endanger scholastic standing, the teacher reports, in writing, the information to the Director. The Director or 

his/her designee will then meet with the student concerned to work out problems that are causing the 

student not to attend. Accordingly, students are not permitted make up days. However, at the teacher's 

discretion, students may or may not make up work missed, class assignments or tests. Institutionally, WVBC 

maintains no attendance policy. Attendance policies rest solely with individual teacher attendance policy. 

Appearance and Conduct-Dismissals 
Recommendations for employment are based on conduct, attitude, scholastic results and attendance. The 

College reserves the right to place a student on probation or exclude the student from classes or school, 

when the student's conduct or academic standing is regarded as undesirable without assigning any further 

reason. Reasons that are more specific would be as follows: 

a. PERSONAL APPEARANCE - No shorts of any kind, halter-tops, sweatpants, or hats are permitted 

in the classroom. Shoes must be worn at all times. Non-compliance will result in disciplinary 

action. 

b. CONDUCT - Students are expected to be courteous to staff, faculty and fellow students and to 

conduct themselves in a manner appropriate for a school setting. Threatening, harassing, abusive 

and disruptive behavior of any kind is prohibited. Smoking in or around the building is 

prohibited. Cheating is prohibited. Possession of illegal drugs or alcohol on school property is 

prohibited. Violation of the above will result in disciplinary action and / or dismissal. 

c. NON-PAYMENT - Non-payment of tuition and fees may also result in disciplinary actions or 

dismissal from the College. 

d. ACADEMIC - Failure to achieve the required standards of academic progress and or conduct 

will result in disciplinary actions including possible termination from school. 

Grievance Procedure 

a. FIRST STEP - Any student with a grievance or complaint may request an individual conference 

with the teacher. 

b. SECOND STEP - If a satisfactory resolution to the problem is not reached by both parties, a 

conference is then held with mentor. 

c. THIRD STEP - If the previous steps have not solved the grievance within 48 hours of the 

incident, the aggrieved party must schedule an appointment and present to the Director all 

facts of the grievance in writing. 
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Within 24 hours of the receipt of the written information, the Director will schedule a Grievance Committee 

hearing. The time of the meeting will be communicated in writing to all parties. The Committee will consist 

of the Director and two staff or faculty members not involved with the incident in question. All persons 

involved with the incident must be present at the time of the hearing. All parties involved will be given the 

opportunity to discuss the grievance. The Grievance Committee will excuse all parties involved in the 

grievance and immediately review and conclude the case. The decision of the Committee will be 

communicated to those involved in the incident within 48 hours. The Committee's decision will be final, and 

the student agrees to abide by the committee's decision. The Accrediting Council for Independent Colleges 

and Schools (ACICS) provides complaint procedures for the filing of complaints against accredited 

institutions. ACICS requires that the complainant to have exhausted all complaint and grievance 

procedures provided under the institutional policy. Should such a complaint be filed, ACICS will review the 

matter to determine whether there may have been any violation of its criteria and standards, and can 

take action only if it determines there to have been such a violation. ACICS can be contacted at: 

750 First Street, NE, Suite 980, Washington, DC 20002. (202) 336-6780. 

Administrative Appeals and Arbitration 
Any dispute regarding any matter related to the student's enrollment, classes, training, job placement, 

attendance, grades, services or benefits to be provided by West Virginia Business College, or any matter 

that has been the subject of a student grievance but has not been satisfactorily resolved by the grievance 

procedure set forth in this catalog, shall be resolved by the Administrative Appeals and Arbitration 

Procedure described herein. The matter which is the subject of dispute shall be submitted, in writing, to the 

President. If the dispute has been the subject of a grievance, the President shall review the record of the 

grievance procedure. In addition, the President, at his discretion, may interview and question any person 

who has previously provided any information to the Grie vance Committee and may inter view and question 

any other person who may have information related to the dispute. The President shall also interview the 

person who has submitted the dispute for consideration. Within seventy-two (72) hours from the time of the 

receipt of the dispute the President shall complete his investigation, and shall issue his written decision with 

respect to the resolution of the dispute. If the dispute has not been resolved to the satisfaction of the 

student, the student, at his or her option, may submit the matter to binding arbitration to be conducted by 

a single arbitrator chosen from a list of arbitrators maintained by West Virginia Business College. The 

student and the President of West Virginia Business College shall agree on an arbitrator. In the event the 

student and the President are unable to agree on an arbitrator, the Board of Directors of West Virginia 

Business College shall choose the arbitrator, provided that the Board of Directors may not choose the 

arbitrator who had been the choice of the President. At such arbitration, the cost of the arbitration shall be 

shared equally by the student and West Virginia Business College. The rules and procedures of the 

American Arbitration Association shall serve as a guide for the handling of the arbitration, but the 
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arbitrator shall be permitted to structure and conduct the arbitration in a cost effective and efficient 

manner in order to fully consider all relevant evidence and conclude the dispute. Efforts shall be made to 

conclude the presentation of evidence and argument within ten ( 1 0) working days from the time that an 

arbitrator has been chosen. The arbitrator shall issue his or he r decision within seven (7) working days 

following the conclusion of the presentation of evidence and argument. The decision of the arbitrator shall 

be final. 

► IF THE STUDENT CHOOSES TO SUBMIT ANY DISPUTE TO ARBITRATION, THE ARBITRATION SHALL 

BE BINDING AND FINAL, AND THE STUDENT AND WEST VIRGINIA BUSINESS COLLEGE SHALL BE 

DEEMED TO HAVE WAIVED ALL RIGHTS TO OTHER CIVIL RECOURSE, INCLUDING CIVIL 

LITIGATION, TRIAL BY JUDGE OR JURY, OR ANY OTHER CIVIL RECOURSE. 

(b)(6) 

WEST VIRGINIA BUSINESS COLLEGE ADVISORY BOARD 

BN, Chief Nursing Officer, Peterson Hospital 

J.D., Attorney, Safcsak Law Offices, PLLC 

M.P.S., Williams Lea, Inc. 

M.B.A., Finance - Founder, Computer Clinic Cyber Dimension 

M.S. Phys. Asst. - UPMC - Pittsburgh, PA 

J.D., Attorney at Law, Bench Law Offices, PLLC 

R.N., B.S.N., Bishop Hodges Continuous Care Hospital B.A., 

M.Ed., L.S.W., Founder, S Case Co. 

M.Ed., M.B.A., Ph.D., University of North Texas 
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DIPLOMA PROGRAMS 

Diplomas are offered for completion of all non-degree programs . Diploma 

programs are twelve or fifteen months in length, but may vary depending upon the 

number of credit hours carried each quarter, whether the student attends day or 

evening classes, and whether the student starts classes on an interim or full-quarter 

class start. If a student makes changes within his/ her original contract, they may not 

graduate within the time frame noted on the original signed contract . 
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Medical Assi stant Diploma 

This program is designed to provide students with profess ional skills sets in Clinica l and Administrat ive 

areas. Students will be equipped to work under direct or in direct supervision of physicians, nurses 

and other medical health professionals. Students will gain valuab le knowledge and pract ical 

applications in areas as assisting with measuring vital signs, administering medicat ions, injections, 

venipuncture, physical exams, minor surgical procedures, and performing CUA-waived laboratory tests. 

Students will a lso learn functional office duties such as scheduling appointmen ts, coding, medical 

records and health insurance verification, which enables the medica l assistant to become a flexible and 

valuable assets in the office or medica l facil ity . This uniquely designed program provides the 

opportunity for students to demonstrate competencies by working in such dynamic roles as 

Phlebotomist, Pharmacy Assistant or in a Specialty Fie ld. The curr iculum reflects the latest skill 

development techniques and technology required for entry- leve l employment in a phys ician's office, 

clinic settings, pharmacy, hosp ital or physician's laboratory. 

COURSE 

GS 120 

BU 117 

GS 124 

BU 107 

DP 115 

MD 135 

MD 236 

MD 239 

MD 240 

MD 244 

MD 147 

SC 151 

SC 254 

MD 137 

MD 243 

COURSE TITLE 

Theory of Mathematics 

Ethics 

Interpersona l Communications 

Job Search Techniques 

Introduc t ion to Word I Windows 

Medical Terminology I 

Medica l Terminology II 

Medical Procedures I 

Medical Procedures II 

Basic Pharmacology 

Insurance Coding and Billing 

Keyboarding 

Adm inistrative Office Procedures I Transcription 

Anatomy and Physiology I 

Phlebotomy and Hemato logy 

TOT AL QUARTER CREDIT HOURS FOR DIPLOMA 

PROGRAM LENGTH: DAY DIVISION - TWELVE MONTHS 

EVENING DIVISION - FIFTEEN MONTHS 
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Administ rat ive Assistant Diplom a 

This program is designed to prepare students for careers in business offices utilizing their 

training in computers and administrative skills. Other career opportuni ties are in industry 

and governmental type positions. 

COURSE 

SC 151 

SC 254 

AC 101 

DP 115 

DP 216 

DP 217 

DP 218 

DP 219 

BU 106 

BU 107 

BU 110 

GS 120 

GS 122 

GS 123 

GS 124 

COURSE TITLE QUARTER CREDIT HRS 

Keyboarding 

Administrative Off ice Procedures I Transcr ipt ion 

Principles of Accounting I 

Introduct ion to Word I Windows 

Excel 

PowerPoint I Web Page Design 

Computer Payroll Accounting 

Access 

Business Law 

Job Search Techniques 

Business Correspondence 

Theory of Mathematics 

Ora l Communication 

Literature I Composition 

Interpersona l Communication 

TOTAL QUARTER CREDIT HOURS FOR DIPLOMA 

PROGRAM LENGTH: DAY DIVISION-TWELVE MONTHS 

EVENING DIVISION - FIFTEEN MONTHS 
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SPECIALIZED ASSOCIATE DEGREES 

Degrees are offered in the form of a Specialized Associates Degree . Length of time 

for completion is normally 18 months, but thi s time may vary depending upon the 

number of credit hours carried each quarter, whether the student attends day or 

evening classes, and whether the student starts classes on an interim or full-quarter 

class start . If a student makes changes within his/ her original contract, they may not 

graduate within the time frame noted on the original signed contract. 
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Computer Support Specialist 

Specialized A ssociates Degree 

This program prepares students to provide technical assistance, support, and advice to compu ter 

users to he lp troub leshoot software and hardware problems. Studen ts will learn skill set 

knowledge in computer concepts, information systems, networking, operating systems, computer 

hardware, the Internet, software applications, help desk concepts and problem solving, and 

principles of customer service. 

COURSE 

GS 120 

GS 121 

GS 123 

GS 124 

AC 101 

DP 115 

DP 216 

DP 217 

DP 219 

IIT 101 

IT 202 

IT 203 

IT 204 

IT 205 

IT 206 

BU 107 

IT 207 

IT 208 

IT 209 

IT 210 

SC 151 

BU 117 

BU 105 

BU 106 

IT 102 

COURSE TITLE QUARTER CREDIT HRS 

Theory of Mathematics 

Psychology 

Literature / Composition 

Interpersonal Communications 

Principles of Accounting I 

Introduction to Word I W indows 

Excel 

PowerPoint I Web Page Design 

Access 

Windows OS Administration & Troubleshooting 

123 A+ Hardware, Software and Network 

Help Desk Concepts 

Computer Applications Support 

Network Concepts 

Wireless Local Area Networks [WLAN] 

Job Search Techniques 

Networking With TCP I IP 

lntoduction to Network Security 

Introduction to Routing and Switching 

Linux Systems Administration 

Keyboarding 

Ethics 

Business Management 

Business Law 

MS Applications Certification Preparation 

TOTAL QUARTER CREDIT HOURS FOR DEGREE 

PROGRAM LENGTH: DAY DIVISION - EIGHTEEN MONTHS 

EV ENING DIVISION - TWENTY FOUR MONTHS 
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Surgical Technology Specialized Associates Degree 

In the field of Surgica l Techno logy, you will wo rk closely with the Doctor, surgeon, 

anesthes iologist, nurse anes thet ist, and registered nurse to deliver integral patien t care during 

surgery. Students will have the chance to learn the proper app lication of sterile surgical 

techniques and real-wor ld operating room, clinics and physician office technology so you will 

learn to provide optimal care. Classroom theory and laboratory hands-on training are combined 

wit h clinical and ex ternship experie nces to give you the knowledge and skill you need to be 

successful in this v ital field. Program is offe red only at the Wheel ing Campus . 

COURSE 

GS120 

GS 121 

GS 123 

GS 124 

BU 107 

DP 115 

MD 135 

MD 236 

MD 137 

MD 238 

MD 239 

MD 240 

MD 241 

MD 242 

MD 245 

MD 246 

MD 347 

MD 244 

MD 144 

MD 251 

MD 252 

MD 150 

MD 800 

COURSE TITLE QUARTER CREDIT HRS 

Theory of Mathematics 

Psychology 

Literature / Composition 

Interpersona l Communication 

Job Search Techniques 

Introduction to Word I Windows 

Medical Terminology I 

Medical Terminology II 

Anatomy and Physiology I 

Anatomy and Physiology II 

Medical Procedures I 

Medical Procedures II 

Clincial Ski lls I 

Clinical Skills II 

Surgical Technology I 

Surgical Technology II 

Surgical Technology Ill 

Basic Pharmacology 

Introduction to Surgical Technology 

Operating Room Techniques I 

Operating Room Techniques II 

Microbiology 

Operating Room Internship 

TOT AL QUARTER CREDIT HOURS FOR DEGREE 

PROGRAM LENGTH: DAY DIVISION - EIGHTEEN MONTHS 

EVENING DIVISION -TWENTY-FOUR MONTH 
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Nurse Assistant I Patient Care Aide 

Specialized Associates Degree 

This program prepares students to perform routine nursing-related services to patients in 

hospitals or long-term care facilities, under the training and supervision of a registered nurse or 

licensed practical nurse. The program, as a whole, prepares the student to take an optional 

certifying exam through the NHA. 

COURSE 

GS 120 

GS 121 

GS 123 

GS 124 

MD 135 

MD 236 

MD 137 

MD 238 

MD 239 

MD 240 

MD 247 

MD 248 

MD 249 

MD 148 

MD 149 

MD 147 

MD 244 

SC 151 

MD 243 

MD 120 

MD 121 

DP 115 

BU 107 

BU 117 

COURSE TITLE QUARTER CREDIT HRS 

Theory of Mathematics 

Psychology 

Literature / Composition 

Interpersona l Communications 

Medical Terminology I 

Medical Terminology II 

Anatomy and Physiology I 

Anatomy and Physiology II 

Medical Procedures I 

Medical Procedures II 

Nursing Assistant I 

Nursing Assistant II 

Long Term Care 

Physical Therapy Massage Therapy 

Hospice Alzheimers and Dementia 

Insurance Billing and Coding 

Basic Pharmacology 

Keyboarding 

Phlebotomy and Hematology 

Patient Care Techniques I 

Patient Care Techniques II 

Introduction to Word I Windows 

Job Search Techniques 

Ethics 

TOT AL QUARTER CREDIT HOURS FOR DEGREE 

PROGRAM LENGTH: DAY DIVISION - EIGHTEEN MONTHS 

EVENING DIVISION -TWENTY-FOUR MONTHS 
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Off ice Administrat ion Paralegal 

Specialized Associates Degree 

This degree program prepares the student to fill positions of trust and responsibility. Emphasis is 

placed on legal classes, but managerial and secretaria l classes are included to eli minate 

limi ta t ions to just paralegal du ties. Studen ts are prepared for most office wor k from entry level to 

midd le ma nagemen t. 

COURSE 

LG 126 

LG 227 

LG 228 

LG 230 

LG 231 

BU 115 

BU 117 

LG 232 

LG 233 

LG 234 

LG 235 

LG 236 

SC 151 

SC 254 

AC 101 

BU 106 

BU 107 

DP 115 

DP 216 

DP 217 

GS 120 

GS 121 

GS 123 

GS 124 

COURSE TITLE QUARTER COURSE HRS 

Legal Terminology 

Civi l Procedures 

Legal Analysis and Writing 

Corporations and Partnerships 

Criminal Law and Procedures 

Real Estate Ownership 

Ethics 

Bankruptcy Law 

Probate and Estate Planning 

Family Law 

Immigration Law 

Torts I Personal Injury 

Keyboarding 

Administrative Office Procedure I Transcription 

Principles of Accounting I 

Business Law 

Job Search Techniques 

Introduction to Word I Windows 

Excel 

PowerPoin t I Web Page Design 

Theory of Mathematics 

Psychology 

Literature / Composition 

Interpersonal Communications 

TOT AL QUARTER CREDIT HOURS FOR DEGREE 

PROGRAM LENGTH: DAY DIV ISION - EIGHTEEN MONTHS 

EVENING DIVISION -TWENTY-FOUR MONTHS 
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Small Business Management 
Specialized Associate s Degree 

This degree program prepares the student to fill positions of trust and respons ibil ity in ent ry level 

to middle leve l manageme nt . The studen t s are versed in administrative ski lls as well as compu ters . 

Emphasis is placed on secretarial skil ls. 

COURSE COURSE TITLE QUARTER CREDIT HRS 

BU l 05 Business Management 4 

BU l 06 Business Law 4 

BU 107 Job Search Techniques 4 

BU l 08 Advertising 4 

BU l 09 Money and Banking 4 

BU 110 Business Correspondence 4 

BU 111 Market ing 4 

BU 112 Public Relations 4 

BU 113 Personnel Management 4 

BU 114 Economics 4 

DP 115 Int roduction to Word I Windows 4 

DP 216 Excel 4 

DP 217 PowerPoint I Web Page Design 4 

DP 218 Computer Payroll Account ing 4 

DP 219 Access 4 

AC 101 Principles of Accounting I 4 

AC 202 Principles of Accounting II 4 

SC 151 Keyboa rding 4 

SC 254 Administrat ive Office Procedures I Transcription 4 

GS 120 Theory of Mathematics 4 

GS 121 Psychology 4 

GS 122 Oral Communication 4 

GS 123 Literature / Composition 4 

BU 116 Interpersonal Communication 4 

TOT AL QUARTER CREDIT HOURS FOR DEGREE 96 

PROGRAM LENGTH: DAY DIVISION - EIGHTEEN MONTHS 

EVENING DIVISION - TWENTY-FOUR MONTHS 
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COURSE NUMBERING SYSTEM 
Each course offered by the College is identified by a unique five-character code. The first two 

alpha-characters are an acronym representing the discipline area of the course. 

AC - Accounting 

BU - Business 

DP - Data Processing 

GS - Applied General Studies 

IT - Information Technology 

LG - Legal 

MD- Medical 

SC - Administrative 

A. The first digit represents the level at which the course is generally 

offered and the degree of difficulty. 

B. 
11
1

11 
designates courses generally offered during the students first 

year of study and are considered entry - level classes. 

C. "2" designates courses generally offered during the students second 

year of study and are considered advanced; some are "prerequisite 

required" classes. 

D. The last two digits indicate a unique course title sequence, but do 

not necessarily imply a sequence of classes within a discipline. 
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COURSE DESCRIPTIONS 
ACCOUNTING 

AC 101 Principles of Accounting I 4 Credits 
Principles of Accounting I introduces the basic accounting concept and principles. This course includes the 
procedures for journaliz ing and posting, end-of-period adjustment, the work sheet, financial statements, 
receivables, and payables. 

AC 202 Principles of Accounting II 4 Credits 
Principles of Accounting II is a continuation of AC 101. Topics include proced ures of accounting for purchases, 
soles, accr uals, end of-year reports, and annual statements. 
Prerequisite: AC 101 

BUSINESS 

BU 105 Business Management 4 Credits 
Business Management is a complete coverage of small business operations with a proper balance between 
business and management functions. 

BU 106 Business Law 4 Credits 
Students ore introduced to the nature of law and to the cour ts. Topics include contracts, torts, soles, negotiable 
instruments, insurance, etc. 

BU 107 Job Search Techniques 4 Credits 
This course emphasizes job search processes, resume preparation and individual appearance. 

BU 108 Advertising 4 Credits 
This course is designed to aid students in planning and controlling and advertising program intelligently. 

BU 109 Money and Banking 4 Credits 
All aspects of money-credit, the effect of investments and savings, marginal eff iciency of capital and 
interest rotes, and inflationary and deflationary pressures are thoroughly covered. 

BU 110 Business Correspondence 4 Credits 
Standard Business communication methods ore presented in this course, to include the standard business 
letter forma ts, writing good news, neutral news, and bod news messages. 

BU 11 1 Marketing 4 Credits 
Students con quickly learn the relationship between marketing fundamental elements and recently 
developed techniques to solve contemporary problems. 
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4 Credits 
This course focuses on the role of those who work in the a rea of public relat ions as special ists in 

communication, ana lysis of pub lic op inion, and as counse lors to adm inistrations in these affairs. 

BU 113 Personnel Manag ement 4 Credits 
This course provides a complete introduction to major aspects of managing peop le. Issues as hiring, testing 

and evaluating emp loyees ore addressed. Wage, benef it adm inistration, and labor rela tions ore taught . 

BU 114 Econom ics 4 Credits 
This course will provide students w ith a I brood range of economics on a large scale. It will show a history of 
how recession and depression occur and ways that it may be prevented. It will also exp lain the concept of 
supply and demand. 

BU 115 Real Estate Ow nership 4 Credits 
Real Estate closings, landlo rd-tenan t low and eviction procedures ore discussed in this course. Students ore 
introduced to lie ns, mortgages and issues invo lving transfe r of estates. 

BUl 16 Oral Commun ication 4 Credits 
Students learn to communicate betwee n each other, and the effect our communicat ions hove on others. 
A lso, the impact that our individual beliefs hove on his/her speech and act ion is covered. 

BU 117 Ethics 4 Credits 
Students ore taugh t how to mai ntain an ethical profess ionalism, including issues of confident iality and conflict 

of interest. 

DATA PROCESSING 

DP 115 Introduction to Word / Window s 4 Credits 
Students learn to create documents, newsletter, and graphs. Students ore taught various editing techniques 
and formatting of a document. It serves as on introduction to computer terms and the computer system. 

DP 216 Excel 4 Credits 
This course instructs students to create worksheets using Excel. Students will learn various editing and 
formatting features of worksheets. 

DP 217 - PowerPoint / Web Page Design 4 Credits 
Students w i ll begin this course with PowerPoint. This course will help the student crea te presentations, slide 
masters, organizationa l charts and adding tables. This course also covers several aspects of web design, from 
building a site to gathering informa ti on, and testing a site. This course introduces the student to hypertext 
markup language (HTML) standards to create and modify Web pages. Uploading Web pages to the Internet, 
linking to other Web sites, graphics, tables and forms that are included in Web page designs, will a ll be 
taught. 

DP 218 Computer Payroll Accounting 4 Credits 
Solving the problems conta ined in the workbook on a compute r w ill enable students to learn 
accounting applications by coding and inputting data using a computer termina l, and to rece ive a pr int 
out of results. Stude ns w ill utilize Quickoo ks software in th is course. 

Prerequisite: AC 101 

DP 219 - Access 4 Credits 
In this course, students ore to des ign and use Access tab les, queries, forms and reports. This course will 
integrate a ll Microsoft Office App lications into one document, such as moi l mergers budge ts, etc. Using the 
current versions of MS Outlook, students will gain hands-on experience using address lists, deve loping and 
manag ing contacts, setting appointmen ts, and sending attachments from vario us applications via email. 
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APPLIED GENERAL STUDIES 

GS 120 Theory of Math ematics 4 Credits 
This course will deve lop a student's mathematical ability in context of analyzing and solving meaningful 

application problems. A concentration in Algebra and Geometry gives the student a broad understanding. 

GS 121 Psychology 4 Credits 
This is a survey of general psychology. Major topics include the introduction to emotion, motivation, 
perception, learning, personality development, cognition and normal and abnormal behavior. Current 
therapies, changes throughout the lifespan and b iologica l states as they affect behavior will also be stud ied. 

GS 123 Literature/ Composition 4 Credits 
This class will emphasize two distinc t ive areas of English. The first area is the reading and discussion of a 
"classic" of American Literature. The second emphasizes on writing a paper on the same literature. 

GS 124 Interpersonal Communication 4 Credits 
This course will enable students to understand the difficulties of human interactions and their applications. 
Also, the challenges students will find on a day-to-day basis in regards to socio-cultural environment, 
ethics, personal att itudes and customs. 

INFORMATION TECHNOLOGY 

IT 101 - Window s OS, Admin istration & Troubleshooting 4 Credits 
This course offers in-depth coverage of the W indows operating system. Students will receive hands-on 
experience w ith Windows disk and file processing functions, using systems utilities, installing and 
troubleshooting, managing user profiles, using the command line envi ronment and working with reg istry . This 
course helps to prepare students for the Windows operating system core exam for Microsof t cer t ificat ion 
tracks. 
Prerequisite: DP 1 1 5 

IT 102 - MS Applicat ions Certification Preparation 4 Credits 
Students will use various resources. Practice Microsoft certification exam in Word, Excel, PowerPoint, & Access. 
Prerequisite: DP 115, DP 216, DP 217, DP 219 

IT 202 - 123 A+ Hardwar e, Softw are, and Networking Essentials 4 Credits 
This IT course covers physical computer hardware terminology and specifications. Students will learn principles 
of building, repairing and upgrading computers. Course will include hands-on tearing down, documenting, and 
reb ui lding a personal compu ter. The course will a lso focus on the interface of hardware components wi th the 
PC networks and opera t ing systems. hands-on experience includes the installation of PC operating systems, PC 
LAN workstation software, and TCP /IP internet software. It will a lso include troub leshooting of network 
hardware and software components. 
Prerequisite: DP 115 and IT 101 

IT 203 - Help Desk Concepts 4 Credits 
This course provides the student with the essentia l topics covering he lp desk operations, roles and 
responsibilities of the analysts, help desk processes and procedures tools and techno logies, performance 
measures and he lp desk itself. This course wi ll help students succeed as he lp desk professiona ls, developing 
particu lar skills required to provide effective customer support. 
Prerequisite: IT 10 1 
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IT 204 - Computer Applications Support 4 Credits 
This course provides instruction students need to build knowledge and skills necessary to support end users and 
computers running the Microsoft suite of productivity applications. In addition, this course will help students to 
prepare for one of the Microsoft Certified Desktop Support Technician exams. 
Prerequisite: IT 101 and IT 203 

IT 205 Networking Concepts 2 Credits 
This course introduces the theoretical concepts behind today's networks. It outlines the framework of current 
network theory, explaining the Open Source Initiative (OSI) Model and the methods of carrying data over 

wire, fiber, and wireless media. Other topics include fundamental network design components such as 
topologies and access methods, basic administration of popular network operating systems, and 
troubleshooting methods for data transmission and recovery. 

IT 206 Wireless Local Area Networks (WLAN) 2 Credits 
Wireless loca l area networks (WLANs) fit well into today's business world, giving mobile workers the 
freedom they need to access network resources. Students in this wireless course have the opportunity to take 
a hands-on approach to implementing these WLANs. With step-by-step instructions, real-world examples, in­
depth discussions, and hardware suggestions, the course int roduces students to the configuration of wireless 
hardware and software, and explains the best techniques for creating and managing WLANs. 
Prerequisite: IT205 

IT 207 Networking with TCP/IP 4 Credits 
This course provides a thorough examination of the protocols and services in the TCP /I P protocol suite. 
Students are given an overview of how network traffic is encapsulated and transported by TCP /IP on Local 

Area Networks (LANs) and on Wide Area Networks (WANs) including the Internet. Students will explore 
message addressing and forwarding, and how network errors are resolved 
Prerequisite: IT205 

IT 208 Introduction to Network Security 4 Credits 
This course introduces students to the network security challenges organizations face today. Topics include 

network security technologies, business issues that drive technology decisions, technology implementation 
planning, and the detection and response to security threats. 
Prerequisite: IT205 

IT 209 Introduction to Routing and Switching 4 Credits 
This course focuses on introductory switch and router configuration, network segmentation, and traffic 
management. Common routing and routed protocols will be explored. Experiences will be provided to 
continue the development of connectivity and communication troubleshooting skills. 
Prerequisite: IT205 

IT 210 Linux System Administration 4 Credits 
This introductory Linux course prepares students to install, configure, and administer Linux as a network 
operating system. Students are taught both command line and graphical user interface administration with 
full-feature Linux distributions. Emphasis is placed on applied skills that address real-world challenges such 
as managing file structure, network services, and system security. 
Prerequisite: IT205 

LEGAL 

LG 126 Legal Terminology 4 Credits 
Students will be taught the fundamentals of the Legal Terminology used in today's attorney's office and 
judicial system. 
Prerequisite: None 
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4 Credits 
Students learn procedures and documentation preparation and requiremen ts for filing documents. 
Prerequisite: LG 1 26 

LG 228 Legal Analysis and Writing 4 Credits 
Students will be taught to cite legal materials in a memorandum of law. They will learn ways to legally 
analyze briefings and applications of court opinions. 
Prerequisite: LG 126 

LG 230 Corporations and Partnerships 4 Credits 
Students will study partnership agreements and how they are created, their operations and the possible 
ramifications of the disillusionment of an agreement. A study of the basic principles of corporation law, 
including the creation and operation of corporations is included in this course. 
Prerequisite: LG 1 26 

LG 231 Criminal Law and Procedures 4 Credits 
Emphasis is given to the gathering of information for the investigation. Various ways of conducting an 
investigation will be reviewed. Crimes against property and persons are defined and explained. 
Safeguards and procedures necessary for arrest are reviewed. 
Prerequisite: LG 1 26 

LG 232 Bankruptcy Law 4 Credits 
This course deals with Bankruptcy Law from debtor and creditor perspectives and other debt collection 
remedies. Chapters 7, l l, and l 3 of the Federal Bankruptcy Code are covered. Hands-on work with forms, 
procedures, rules as well as up to date case studies. 
Prerequisite: LG 1 26 

LG 233 Probate and Estate Planning 4 Credits 
Students will be taught how to handle common tasks and problems in probate and estate planning. 

Prerequisite: LG 1 26 

LG 234 Family Law 4 Credits 
Family Law and legal formalities are studied. Annulments, divorce, child custody disputed, and visitation rights 
as well as adoptions are reviewed. 
Prerequisite: LG 1 26 

LG235 Immigration Law 4 Credits 
This course will examine legal principals underlying immigration regulations, the history of immigration law in 
the United States, the source and scope of congressional and executive branch power in the realm of 
immigration, and the role of the judiciary in interpreting immigration law. 
Prerequisite: LG 126 

LG236 Torts/Personal Injury 4 Credits 
This course is an overview of torts focusing on the paralegal role. The course will explore basic theory of tort 
law and the process by which negligence causes are developed in preparation for settlement or trial. 
Prerequisite: LG 126 

MEDICAL 

MD 120 - Patient Care Techniques I 4 credits 
Students learn the fundamental components of direct patient care and the application of techniques and 
procedures to provide care to patients. Topics include introduction to patient care skills, basic therapeutic 
techniques, data collection, and communication skills, legal and ethical aspects that affect the practice of 

patient care technician, safety measures and vital signs. 
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MDl 21- Patient Care Techniques II 4 credits 
Students bui ld on their patient care knowledge and skills in such areas as patient vital signs, support of the 
nursing care plan, fundamentals of basic nutrition, and care specific to different body systems . Hands-on 
demonstration, practice, and validation of skills are conducted in the Nurs ing Skills Labo ratory. 
Prerequisite: MD 1 20 

MD 135 Medical Terminology I 4 Credits 
This course provides the student with the abi lity to recognize, define, spell, and correctly uti lize the medical 
language to convey informat ion about anatomy , physio logy, disease contro l, a nd treatment of alterations in 
one 's state of hea lth. This course begins wi th the study of basic word structure and continues with the digestive, 
urinary, nervous , and reproductive systems. 

MD 137 Anatomy and Physiology I 4 Credits 
This course instructs the student on the structure and function ing of the huma n body. Topics include the 
fundamental concepts of cytology, histology and membranes, human development, skele tal system, the 
muscular system and nervous system and sensation . 

MD 144 Introduction to Surgical Technology 4 Credits 
This course introduces students to the broad field of surgical technology and is a prerequ isite for entr y into the 

clinical training sequence of courses. Students learn techniques and methods of aseptic technique, which is the 
foundat ion for all subsequent course material. For emphas is on employee safety and avo ida nce o f exposure 
incidents, stude nts rece ive instruction and earn certification in blood borne and air borne pathogens. 
Prerequisite: MD 135 

MD 147 Insurance Billing and Coding 4 Credits 
Stude nts will learn how to increase efficiency and streamline administrative duties using coding. Learn tips on 
billing and how to obtain the maximum coverage. 

MD 148 Physical Therapy / Ma ssage Therapy 4 Credits 
This is an introductory course to teach the student the basics of physica l therapy and massage therapy. The 
purpose of the course is to allow the student to follow physica l therapy prescr ipt ions as we ll as apply soothing 
massage to ease pai n associated with non mobile pat ients. Physical therapy and ma ssage tech niques wi ll be 
taught to help wi th circu lation. 

MD 149 Hospice, Alzheimer 's, Dementia 4 Credits 
This course focuses on effects of diseases of the elde r ly and how an assistant can a id in pa t ients we ll - be ing 
and comfort. Understandi ng the d isease w ill he lp the stude nt relate to patients they are car ing for. Deat h is a 

topic that must discussed as it is part of the patie nts diagnosis. Hospice will be covered and how it is a tool to 
ease pai n and suffering not on ly for the patient but the family a lso. 

MD 1 50 Microbiology 4 Credits 
This is a one-quarter course on the structure, physio logy, rep roduction and taxonomy of diffe rent microbes. 
Bacteria and vi ruses a re considered in de tail. Contr ol of microo rga nisms, immuno logy and diseases caused by 

pathoge nic organ isms is also discussed. 

MD 236 Medical Terminology II 4 Credits 
This course provides a continuat ion of Medical Termin o logy I and instructs the student in the card iovasc ular , 
resp ira tory, musculoskeletal, and integume nta ry systems. 
Prerequisite: MD 135 

MD 238 Anatomy and Physiology II 4 Credits 
This course is a continuation of MD 1 37 and study of body flu ids, blood, circulation, heart act ion, 
diges t ion, respiration, e lectro lytes, aci d base ba lance, kidney function, reproductive function and human 
development. The basic concept of homeostasis is applied throughou t and includes endocrine contro l. 
Prerequisite: MD 137 

Page43 



West Virginia Business College ~ A World of Opportunity 

MD 239 Medical Procedures I 4 Credits 
This course is designed to provide the student with both theory and practica l application of basic clinica l 

procedures, specialty examinations, diagnostic testing and clinical or office surgical procedures. This course 
provides an introduction to the tools and skill s used in the physician's office, clinic or laboratory. Tools that will 
be used include the microscope and centrifuge. Skills include blood specimen collection including: venipuncture 

and capillary puncture; injection procedures; basic hematological procedures; clin ical chemistry, and 
immunologic testing laboratory. 
Prerequisite: MD 135 

MD 240 Medical Procedures II 4 Credits 
This course is designed to provide students with both theory and practical application of advanced clinical 
procedures, diagnostic testing, and emergency medical procedures. Students wi ll learn basic OSHA 
compliance with blood - borne (and airborne) pathogen training; urina lysis procedures; basic microbiologica l 
pr inciples and procedures; diagnostic imaging; nutrition for hea lth and disease; spirometry testing, and 
e lectrocardiography. 
Prerequisite: MD 239 

MD 241 Clinical Skills I 4 Credits 
This course presents an overview of the preoperative milieu, emphasizing surgical asepsis, sterilization, and 
instrument and room preparation as we ll as microbiology and the process of infection and its role in the 
surgical arena. Content topics include principles of asepsis, decontamination, disinfection, and sterilization of 
instrumentation and supplies. Procedures for scrubbing, gowning, and gloving are discussed with 
demonstration. Patient care concepts include anesthesia, anesthetics, post -operative anesthesia and peri ­
operative pharmacology. 
Prerequisite: MD 135 

MD 242 Clinical Skills II 4 Credits 

This course is designed to introduce the student to those theories and techniques that require more 

responsibility: the administration of medicines, a basic know ledge of laboratory testing, urinalysis, 

hemato logy, blood chemistry, and patient preparations for exams. 

Prerequisite: MD 241 

MD 243 Phlebotomy and Hematology 4 Credits 
This is a study of collecting blood specimens from health care clients for the purpose of testing and ana lysis. 
This course is comprised of a series of lectures and helps the student prepare to sit for the Nationa l 
Phlebotomy Certification written exam. Certification as a Phlebotomist requires additional lab work within a 
specialized clinic or hospital setting. This course includes live venipuncture. 
Prerequisite: MD 135 

MD 244 Basic Pharmacology 4 Credits 
This is a study of drugs commonly used in health maintenance and in the treatment of clients / patients with 
health problems. Calculations and administration of proper dosage is studied. Problems of drug abuse are 

analyzed. Anesthetics are also reviewed. 

MD 245 Surgical Technology I 4 Credits 
Principles covered in this class prepare students for work as non-sterile surgical techno logists. The course 
focuses on pre -operat ive patient care through study of pre -operative patient care subjects and concepts. The 
course also gives students the opportunity to earn certification in Provider Level CPR and AED. 
Prerequisite: MD 144 
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MD 246 Surgical Technology II 4 Credits 
This course prepares students for their clinical rotation by providing a sound foundation in surgical case 
interventions and applications. The course also focuses on skills associated with back table organizatio n, mayo 
stand organization, selecting the appropriate supplies, suture and equipment for surgery. 
Prerequisite: MD 245 

MD 247 Nursing Assistant I 4 Credits 
The student will be introduced to the duties, techniques, and procedures for a nursing assistant wishing to work 
in the hosp ital setting for multiple departments. This class will begin the process for the student who wishes to 
take a certified or registering exam. Passing of the exam is not a requirement. Testing for certification or 
registration is solely up to the student and voluntary in nature. 
Prerequisite MD 135 and MD 239 

MD 248 Nursing Assistant II 4 Credits 
This class is to complete and finalize the training of the nursing assistant. The student wi ll demonstrate required 
competencies, learn and retain the duties, techniques, and procedures for a nursing assistant working within the 
hospital setting for multiple deportments. This class will finalize procedures for the student who wishes to take 
a certified or registering exam. Passing of the exam is not a requirement. Testing for cert ification or 
registration is solely up to the student and voluntary in nature. 
Prerequisite MD 247 

MD 249 Long Term Care 4 Credits 
This class will train the student to work primarily in home health care. It will teach the student to assist with 
home bound patients of all ages and levels of medical need. Areas of focus will be on aseptic practices as 
well as moving, cleaning, wound care, etc. Charting and record keeping will be incorporated in this class. 
Prerequisite MD 135 and MD 239 

MD 251 Operating Room Techniques I 4 Credits 
This course will focus on the fundamental concepts of surgical technology. Topics covered will include floor 
plan design, the various support departments, equipment and supplies used during surgery, instrumentation, 
patient positioning, proper techniques for setting up a surgical case, and circulating the sterile field. Key 
concepts include surgical asepsis, consent, and case selection, instrumentation, and room preparation, 
preparation of the sterile field, performing the surgical count, and monitoring the sterile field. 

MD 252 Operating Room Techniques II 4 Credits 
This course is a continuation of MD 251. Students will not only discuss common Operating Room Techniques 
but will theorize on better and more efficient practices for future Operating rooms. Students are introduced to 
"mock surgery" and will demonstrate surgical procedure set up's for Various common and routine surgeries. 
Prerequisite MD 251 

MD 347 Surgical Technology Ill 4 Credits 
This course is a continuation and completion of the surgical technology courses. It is a review of all material 
covered as well as prepares the student for the vo luntary NCCT Certification exam. 
Prerequisite MD 246 

MD 800 Operating Room Internship 8 Credits 
This course serves as an externship experience, with a focus on the integration of the theory and practical 
skills applied to the clinical setting. Students become fam i liarized with facilities, procedures, and practices 
of the working surgical environment. Students observe and begin participating in general, genitour inary, 
gynecologic, otorhinolaryngologic, and orthopedic procedures. Students are expected to maintain a weekly 
case log of all procedures, as well as detailed case reports of procedures where the student scrubbed in. 
All scrubbed cases are applied towards the documented coses required for successful completion of voluntary 
NCCT Certification Exam. 
Prerequisites: MD 347 
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ADMINISTRATIVE 

SC 151 Keyboa rding 4 Credits 
This is a basic course that presents the fundamentals of learning the keyboard, learning the numerals and 
symbo l keys. Also, it teaches the deve lopment of keyboarding cont inuity, apply ing basic skills and build ing 
speed with control. Student must achieve 40 (wpm) words per minute. 

SC 254 Administrative Office Procedures/Transcription 4 Credits 
This course provides students with an understanding of the various facets of the typical office routine, including 
basic hands on train ing performing transcrip t ion . 
Prerequisite: SC 1 51 
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WEST VIRGINIA BUSINESS COLLEGE STAFF AND FACULTY DIRECTORY 

WEST VIRGINIA BUSINESS COLLEGE 
GENERAL MANAGER 

Mr. Jomes Weir - BA, Mount Union University 

WEST VIRGINIA BUSINESS COLLEGE - NUTTER FORT BRANCH CAMPUS 
CAMPUS DIRECTOR 

Ms. Sonya W ilmoth- BS, Kaplan University 

ADM ISSION REPRESENTATIVE 

Ms. Cherae Robinson - AA, West Virg inia Junior College 

FINANCIAL AID 

Ms. Sonya Wilmoth - BS, Kap lan University 

ADMINISTRATIVE ASSIST ANT 

Ms. Amanda Lott - AA, West Virg inia Business College 

EVENING RECEPTIONIST 

Ms. Amanda Lott - AA, West Virginia Business College 

CAREER SERVICES REPRESENTATIVE 

Ms. Kaitlin Ward - BS, West Liberty University 

FACULTY 

Mr. KeithSkeen(LG) - JD,Akron University School of Law I Head,Legal Department 

Mr. Joe Gou let (GS) - BS, Fairmont State University 

Ms. Becky Wh ite (MD) - RN, BS, McNeese State University I Head, Medica l Department 

Mr . Michael Colley (IT) - MBA, Salem International Unive risty I Head IT Department 

Ms. Amy Wo lfe (BU) - BS, Davis & Elkins University 

Ms. Elizabeth Fitzgera ld (BU) - MAEd, University of Florida I Head, Business Department 

Ms. Alisha Yeager -Shaffer (LG) - BS, Fairmont State University 

Ms. Donna Daniels (MD) - AA, Southern Community Technical College 

Ms. Kait lin Ward (IT) - BS, West Liberty University 
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WEST VIRGINIA BUSINESS COLLEGE STAFF AND FACULTY DIRECTORY 

WEST VIRGINIA BUSINESS COLLEGE 

GENERAL MANAGER 

Mr. James Weir - BA, Mount Union University 

WEST VIRGINIA BUSINESS COLLEGE - WHEELING MAIN CAMPUS 

CAMPUSDIRECTOR 

Ms. Julie Magers - JD, West Virgin ia University 

ADMISSION REPRESENTATIVE 

Mr. Jared Isler, MSW, West Virginia University 

FINANCIA L AID 

Ms. Lorri Nabb - AA, Belmont College 

Mr. Co le Hall - AA, West Virginia Business College 

ADMINISTRATIVE ASSIST ANT 

Ms. McKenzie Hall - AA, (in progress) West Virginia Business College 

EVENING RECEPTIONIST 

Mr. Jonathan Pincombe - AA, (in progress) West Virginia Business College 

CAREER SERVICES REPRESENTATIVE 

Ms. Diane Camastro - Sous, JD 

FACULTY 

Ms. Diane Camastro-Sous (LG) - JD, Ohio Northern College of Law I Head, Lega l Department 

Mr. Eric Weiss (IT) - AST, Ohio Valley College I Head, IT Department 

Ms. Deb Feddersen (MD) - AST, Florence Darlington Technical College I Administrator, Surgical Technology 

Ms. Melissa Coulter (MD) -AAS- West Virginia Northern CC 

Mr . Thomas Grady (BU) - BA, West Liberty University 

Mr. Andy Goletz (LG) - JD, University of Baltimore Law School 

Mr. Brandon Kaufmann (GS) BA.Psych, Wheeling Jesuit University 

Ms. Gise la Sattler, (GS) - BS, Fairmont State University I Head, Business Department 

Ms. Linda Applegarth, (IT) (MD) - BS, Ohio University 

Ms. Carol Lawrence (MD) - RN, CRRN, RAC-CT, AANAC, Deaconess School of Nursing I Head, Medica l Department 
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WEST VIRGINIA BUSINESS COLLEGE - CURRENT TUITION AND FEES 

DIPLOMA-TWELVE MONTH to FIFTEEN MONTH PROGRAMS [$12 ,500.00 Program Charge] 

1. Business Adminis t ration 

a. Administra t ive Assistant Diploma 

2. Medical Sciences 

a. Medical Assistant Dip loma 

Division Quarters Quarterly Tuition Administrative Fee 

DAY FOUR $3125. 00 $20 0.00 

EVENING FIVE $2500.00 $200.00 

INTERIM FIVE $2500.00 $200.00 

DEGREE- EIGHTEEN MONTH AND TWENTY FOUR MONTH PROGRAMS [$20 ,000.00 Program Charge] 

1. Legal Office Administra tion 

a. Off ice Ad ministrat ion Paraleg al Deg ree 

2. Business Administrat ion 

a. Small Business Manag ement Degree 

3. Medica l Sciences 

a. Nurse Assist ant Patien t Care Aid Degree 

b. Surgical Techno logy Degree - WHG Campus Only 

4. Infor matio n Technology 

a. Compu ter Support Specia list Degree 

Division Quarters Quarterly Tuition Administrative Fee 

DAY SIX $3333.33 $200 .00 

EVENING EIGH T $2500. 00 $200.00 

INTERIM SEVEN $2857 .00 $200.00 

Note: Curre nt Credit Hour Rate = $208.33 as of July 2016 
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WEST VIRGINIA BUSINESS COLLEGE - CURRENT TUITION AND FEES 

A DDITIO NAL PROGRA M CHARGES A ND FEES 

1. Medical Assistant Diploma Program 

a. All students entering this program will be assessed a one-time medical lab fee of $250 .00 . 

b. All students are required to purchase a Medical Kit and Red Cross First Aid Kit for $260.00 . 

c. All students will be required to purchase two sets of WVBC authorized scrubs. Additional 

scrubs may be purchased through the school for $45 .00 per set. Total = $90 .00 

2. Medical Degree Programs (NAPCA and Surgical Technology Degrees) 

a. All students entering these programs will be assessed a one-time medical lab fee of $250 .00 . 

b. All students are required to purchase a Medica l Kit and Red Cross First Aid Kit for $260.00 . 

c. All students w i ll be required to purchase two sets of WVBC authorized scrubs. Addit ional 

scrubs may be purchased through the school for $45 .00 per set. Total = $90 .00 

3. Paralegal Degree Program 

a. All students are required to purchase a briefcase and two (2) legal reference 

guides for $250.00 . 

GENERAL CHARGES AND FEES 

1. Any student wishing re-enrollment or a change of program after their initial enrollment will be 

charged a $200.00 Administrative Fee in addition to other applicable program fees. 

2. Textbook fees are charged based on an estimate of book costs multiplied by the number of 
courses in a program. Generally new, current addition textbooks are estimated at 25% of the 
program tuition charged. Using that percentage, diploma programs have an estimated book 
charge of $3125 .00 ; degree programs, $5000 .00. Please see page 9 of current WVBC catalog 
for policy. 

3. Students scheduled for AOP must have headphones. They may be purchased at WVBC for $S.00 . 

4. Students scheduled to repeat computer classes will be charged a $50 .00 lab fee per additional 
class attempt. 
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COMPUTER COURSE CHARGES AND FEES 

Computer course fees a re $50 per course. The number of computer courses and the rela ted 

fee are out lined by program below. 

Program Number of Computer Fees 

Computer Courses 

Business Managemen t Accounti ng Diploma* 2 $1 00.00 

Secretarial Sciences Executive Secretary Dip loma* 6 $300.00 

Secreta rial Sciences Legal Secretary Dip loma* 4 $200.00 

Medical Assistant Dip loma 2 $100.00 

Computer Applicat ions Accounting Dip loma* 5 $250.00 

Computer Applicat ions Secretary Diploma * 7 $350.0 0 

Compute r Support Specialist 16 $800 .00 

Surgica l Technology Degree l $50.00 

Nurse Assistant I Patient Ca re Technolog ist 2 $100.00 

Of fi ce Adminis tra tion Pa ra legal Degree 5 $2 5 0.00 

Business Admin istration Compu ter 
5 $250.00 Appl ications Accounting Degree* 

Small Business Ma nagement Deg ree 7 $350.00 

Adm inistrative Assistant Diploma 7 $350.00 

* Indicates programs no longer offered, yet may have students enro ll ed 

as of July 20 16 

ALL TEXTBOOKS, PROGRAM SPECIFIC SUPPLIES, HEADPHONES, WVBC 

AUTHORIZED SCRUBS, AND THEIR REPLACEMENTS CAN BE PURCHASED 

THROUGH WEST VIRGINIA BUSINESS COLLEGE. 

[Pages 49, 50, 51] 
EFFECTIVE: August 15, 2016 

UPDATED: July 13, 2016 

Page 51 



Addendum A 
8-31-2016 

West Virginia Business College~ A World of Opportunity 

W EST VIRGINIA BUSINESS COL LEGE 

W HEELING AND NUTTER FORT CAM PUSES 

ADVANCE SCHEDULING - NEW STUDENTS 

The following table represents an outline of the sequence of coursework a potential student may incur in a chosen 
program. The class listings are of use only to newly enrolled students 

Medical Nurse Surgical Small Business Computer Administrative Office 
Assistant Assistant Technology Management Support Assistant Admin istration 
Diploma Patient Care Degree Degree Specialist Diploma Paralegal 
Program Aide Degree Program Program Degree Program Degree 

Program 

l T 
Program 

T 
Program_ 

GSl 24-IC GSl 24-IC GSl 24-IC I GSl 24-IC GSI 24-IC GSl 24-IC I GSI 24- IC 

MDl 35-MTI MDI 35-M TI MDI 35-MTl DP21 9-ACCESS DP2 I 9-ACCESS DP219-ACCESS LG 126-LT -
DP 115 -WORD I DPl 15-WORD DPl 15-WORD I DPl 15 -WORD DPl 15-WORD DPl 15 -WORD 1 DPl 15-WORD 

GSI 20-MATH GSI 20-MATH GS I 20-MA TH I GSI 20-MATH GSI 20-MATH GSI 20-MATH I GSI 20-MA TH 
-

MD236-MT2 MD236-M T2 j MD236-MT2 I BUI 06-BL l BUl 06-BL _l BUI 06-BL I BUl 06- BL -
MD239-MP1 MD239-MPI MD239-MPI DP217-PP/WEB DP217-PP /WEB DP217-PP /W EB DP217-PP/WEB 

MDl47-ICB 1 p 

1 I MD l 47- ICB MDl44-IST DP216-EXCEL DP2 I 6-EXCEL DP2 I 6-EXCEL DP2 I 6-EXCEL 

MD244 -PHAR MD244 -PHAR MD244 -PHAR ACI 0 1-ACCTl ACl 01 -ACCTl ACl 0 1-ACCTl ACl 01 -ACCTl 
I l I l I I 

-
MDI 37-AP l MDI 37-APl MD l 37-APl BUl 16-OC ITl0 l -W/OS BUI 16-OC LG 2 36-TORTS 

MD240-MP2 1 r i 
-

MD240-MP2 MD240-MP2 I BUI 10-BC IT206-WLAN BUl I 0-BC I LG232-BANKRP 

SCl 51-KEY SCl 51-KEY MD245-ST1 SCl 51-KEY SCl 51-KEY SCl 51-KEY SCl 51-KEY 

GSl 23-LC 1 r I 
-

Open GS l 23-LC I GSl 23- LC GSl 23-LC GSI 23-LC I GSl 23-LC 

-
BUl 17-ETHICS BUl 17-ETHICS MD24 l-CS1 AC202-ACCT2 BUl 17-ETHICS Open BUl 17-ETHICS 

SC254-AOP MD249-LTC MD246-ST2 I SC254-AOP l IT202- l 23A+ SC254-AOP I SC254-AOP -
MD243-P HLEB D247-NA1 MD251-ORT1 I DP218 -CPA IT209-IRS DP218-CPA I LG233-PROBT 

BUI07-JST MD238-AP2 MD238-AP2 I BU108-ADV IT203-HELPDESK BU117-JST I LG234-FAMILY 

--60 CH-- GS l 2 1-PSY GSl 21 -PSY I --60 CH-- I 
I I I 

-
MDl49-HOSP MD242-CS2 BU l 11 -MARKET IT204-CAS LG235-IMMGR 

MDl 48-PTMT MD347-ST3 BU l 1 2-PUBREL ITl 02-MSAPP LG231-C RIM 
-

MDI 20-PCTl MD252-ORT2 BUI 13-PM IT2 I 0-LINUX LG230-CORP 
-

MD248-NA2 MD I 50-MICRO BUl 14-ECON IT207-TCP/IP LG228-LA /W 
i-- +--

• 
BUl 07-JST 

I I I 

MDl 21 PCT2 MD800-ORI I GSl 21-PSY GSl 21-PSY 
I 

GSl 21-PSY 

MD243-PHLEB [SCH-Internship] I BUl 05-BM BUl 05-BM I BUl 15-REO 

BUl 07-JST --96 CH-- I BUI 09-M&B IT-208-NETSEC I LG227-CIVIL 

--96 CH-- I BU107-JST BUI 07-JST I BUl 07-JST 
I I --96 CH-- --96 CH--

I 
--96 CH--

*West Virginia Business College reserves the right to add / delete classes as needed. 

** Should a student alter their original program in any way , including but not limited to, failure of a class, 
dropping of a clas s, changing of a program , or changing day /e vening divi s ions - the student will be offered 

clas ses as they ar e available. 
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AddendumB 
11-1-2016 

Definition of a Credit Hour 

West Virginia Business College ~A World ofOpporhmity 

WES T V IRGIN IA BUSINESS COL LEGE 

WHEELING AND NUTTER FORT CAMPUSES 

Defini tion of a Credit Hour and Externship 

The number of credit hours assigned to a traditional ly delivered course consists of a minimum of 1 0 classroom lecture per iods of 

not less than 50 minutes each and which assumes outside reading and / or preparation; 20 laboratory clock hours where 

classroom theory is a pplied and explor ed, or manipul a tive skil ls are enha nced; 30 hours of externa l discipline-r elat ed work 

exper ience with ind irect instructor superv ision or employer assessment; or an appropriate comb ination of a ll three. The number 

of credit hours assigned to a non-traditionally de livered course must be determined and justified by the institut ion and 

appro ved by the Council. 

Definition of an Externship 

Externsh ip (West Virginia Business Col lege labels this as an "internship.") A supervised practical expe rience that is the 

application of previously stud ied theory. Normally, three hours of work in a practical setting has the credit equivalence of one 

hour of classroom lecture. Under the superv ision of a faculty member, a wr itten agreement shall be developed that outlines the 

arrangement between the institution and the externship site, including specific learn ing objectives, course requirements, and 

evaluation criteria. 
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Addendum C 
11-1-2016 

Articulation Agreement 

West Virginia Business College ~ A World of Opportunity 

WEST VIRGINIA BUSINESS COL LEGE 

WH EELING A ND NUTTER FORT CAMPUSES 

Art iculation Agre ement 

West Virginia Business College holds an active articulation agreement with Salem International University for online and ground 

classes. Wheeling features a predominately online agreement while the Nutter Fort Campus fea tures an agreem ent for both 

online and ground classes. For more information, cal l West Vi rginia Business College or Salem International Unive rsity (304) 

326- 1109 or visit online at www.wvbc .edu or www .salemu .edu. 
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August 21. 2016 

V[A E-l\'lAIL ONLY 

Ms. Julie Magers 
Campus Di rector 
West Virginia Business ColJege 
I 052 Main Street 
Wheeling, WV 26003 

Dear Ms. Magers : 

• ,,. 

WEST VlRGlNlA BUSJNESS COLLEGE, WHEELING, WEST YIRGlNlA 
WEST VIRGrNIA BUSINESS COLLEGE, NUTTER FORT, WEST VTRGINIA 

Subject: Renewal ofAccreditation Visits Confirmation Let.ter 

ID CO DE 00010484(MC) 

acicswhg(r!),wvbc.edu 

ID CODE 00010484(MC) 
ID CODE 00010868(BC) 

An on-site evaluation of your institution has been scheduled for the following locations and 
dates: 

WEST VIRGINIA BUSINESS COLLEGE, WHEELING, WV 
WEST VIRGINIA BUSINESS COLLEGE, NUTTER FORT, WV 

September 14-16. 2016 
Se11tember 12-13, 2016 

The on-site administrator at each campus will subsequently receive further details about the visit, 
including the names and addresses of the team members. When this information is received one 
copy of the Self-Study Application for both campuses should be forwarded directly to the team 
members, the manner in which will be explained in the visit memorandum. 

As a reminder, the Self-Study Application materials include: 

SELF-STUDY APPLICATION 
I. Explanation 
2. Future Plans 
J. Campus Effectiveness Plan 
4. Academic Credit Analysis 
5. Self-study Narrative 

Additionally, the following update documents must be uploaded to the campuses' online 
applications: 

/SO F1m s1ree1. NE. S<Jrw 980 ..,,asn,rigro~. OC 20002 -42Z:< •, • 202.336 .6700 • I • 202.B-12.259) ~WW ac,cs.org 
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1. Faculty and Staff Summary 
2. Inventory of Equipment 
3. Catalog 
4. CJass schedule 
5. Program Update F onn 

The above documents must be received, along with the appropriate application materials, by 
each team member according to the following schedule: 

WEST VIRGIN1A BUSINESS COLLEGE, WHEELING , WV 
WEST VIRGINIA BUSINESS COLLEGE, NUTTER FORT, WV 

August 31, 2016 
August 29, 2016 

On our website is the aforementioned update documents as well as the List of matetials that must 
be placed in the team 's meeting room prior to the team's arrival. This information for both the 
update documents and the vi sit room materials can be found on the "Evaluation Site Visit'' page 
at the following link : http ://www.ac ics .org/accred itation /conten t.aspx? id=2022 . Click on the 
listing that relates to the type of v isit to be conduct ed. Please ensure that a□ requested materials 
are labeled for easy identifica tion and provided in an orderly manner . 

Each campus will be invoiced a fee for all site visit expenditures. Please be advised that pursuant 
to Section 2-3-401 of the Accreditation Criteria the Council will be made aware of any 
outstanding fees (30 days or older) during its review of your application. 

Thank you for your cooperation. If you have any questions , please call me at (202) 336-6783. 

Sincerely, 

Ms. Katie Morrison 
Accreditation Coordinator 

c: rvrr. Robert Wright , Nutter Fort branch campus (acicsnf tjp,w11bc.ed11) 
Dr. Corley Dennison, West Virgin ia Higher Education Department 

(corley.dennison@w}1hep c.edu) 



To: 

From: 

Date: 

Subject: 

Ms. Julie Magers 
Campus Director 
West Virginia Business College 
1052 Main Street 
Wheeling , WV 26003 

Ms. Katie Morrison, Accreditation Coordinator 

Friday, September 9, 2016 

Renewal of Accreditation Visit- Sept.ember 14-16, 2016 

Listed below are the details for your upcoming evaluation visit. Please send ea.ch team member 
listed below, including me, an electron.ic copy (flash drive or e-mail) of the Self-Study 
Application. 

As a reminder, the Self-Study Application materials include: 

L Explanation 
2. Future Plans 
3. Campus Effectiveness Plan 
4. Academic Credit Analysis 
5. Self-study Narrative 

Additionally, the following update report documents must be sent to the team as well as uploaded 
to the campus ' online application: 

I. Faculty and Staff Summary 
2. Inventory of Equipment 
3. Catalog 
4. Class schedule 
5. Program Update Form 
6. Library budget 
7. Backup documentation for the most recent Campus Accountability Report (CAR) 

The update report documents are available on the AGICS Web site at 
http :/ /www.acics .org/accredi tati on/ content. aspx? i d=2022 . Go to the "A ccredi tati on Process" 
page and then click the "Evaluation Site Visit" page. The documents above must be received, 
along with the appropriate application materials by each team member no later than 

150 Forst SI.met. NE. So,te 980 • was~1r.gton. DC 21'...'IOCi2-42Z.J • I • 202 336.6780 • I - .20.2.842.259"3 • WH,1,.at1cs,c,9 
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September 2, 2016. The campus must direct its attention to the enclosed Evaluation Visit 
Data Collection document for other required dates of receipt prior to the visit. 

\Ve will need a private work area for the team ·s use during the visit. The materials identified on 
the enclosed list should be placed in the work area prior to the team's arrival Additional 
materials may be requested during the visit. Details of the visit are outlined below. 

The institution will be invoiced a fixed fee for all site visits. Please be advised that pursuant to 
Section 2-3-401 of the An:redttatwn Criteria the Council will be made aware of any outstanding 
fees (30 days or older) during its review of your application. 

Please comae, me immedic11elr (/you haw any concems regarding any 1a1111 member appointed 
to sen·e on the evaluation team or (/you hm·e any questions about the visit. thank you. 

VISIT ITI'iERARV 

WEST VIRGI'iIA Bt:SI'iESS COLLEGE, WHEELl'iG. WV 

ACICS ID Code 00010484 
\\/est Virginia Business College 
l 052 \fain Street 
Wheeling, \VV 26003 
(304) 232-0361 
acicswhg@wvbc.edu 

Visit Dates 

Wednesday, September 14, 2016 ···· Friday, September 16, 2016 

Visit Type 

Renewal of Accreditation 

Current Level of Accreditation 

Occupational Associate's degree 

ltinerarv (approximate) 

Arrive on Wednesday. September 14, 2016, at 9:00 a.m 
Depart on Friday, September 16, 2016, at 5 00 p.m 
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Evaluation Team 

CHAIR 
Ms. Pamela Bennett 
Director of Library Services/Campus Compliance (Retired) 
Dallas Nursing Institute 

RELATIONS WITH STIJDENTS 
Ms. Kathryn Sellers 
Online Professor 
Everest University Online 

EDUCATIONAL ACTIVITIES/ DATA INTEGRITY REVIEWER 
Mr. Brian Balsavage 
Director of Education 
Lincoln Technical Institute 

COMPUTER SUPPORT SPECIALIST/ BUSINESS ADMINISTRATION-COMPUTER 
APPLICATIONS SPECIALIST 
Dr. Gail Robin 
Adjunct Faculty 
Baker Colle e 

NURSE ASSISTANT-PATIENT CARE AIDE/ MEDICAL ASSISTANT SPECIALIST 
Dr. Azam Rahman 
Instructor 
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OFFICE ADMINISTRATION PARALEGAL SPEC[ALIST 
Ms. Karan Krna 
Owner/Principal Consultant 
Kma & Associates, LLC 

SURGICAL TECHNOLOGY SPECIALIST 
Dr. Amy Gray 
Associate Dean of Health Sciences 
Malcolm X Colle e - Cit Colleges of Chicago 

ACICS STAFF REPRESENTATIVE 
Ms. Katie Morrison 
Accreditation Coordinator 
202 336-6783 

Cdl) ..,__ ____ _. . 

kmorrison@ac ics .org 

c: Evaluation Team 
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EVALUATION VISIT DATA COLLECTION 
Renewal of Accreditation Visit 

I . CAR Data Review 

1l1e campus must submit data for graduat es placed. during the January I to June 30, 2016 period 
to ACrCS' Placement Verification Program (PVP) two weeks prior to the evaluation team's visit , 
in order to infonn the team ' s data integrity re vic,v. The PVP is accessed by logging in to 
W\.VV,1 . .acicsp vp .com with the campus ' AClCS portal login information. Placement data must be 
submitted to the PVP by September 2, 2016. Please see guidelines on the ACICS website for 
completing the PVP submission process. 

While onsite 0 the visit team will verify all placements confirmed by the PVP and contact all 
graduates and/or employers ·who did not respond to the PVP e~mails in an effort to contact and 
verify I 00 perc ent of the graduate placements. 

2. ACICS CaU for Comment 

ACICS seeks feedback from the faculty, staff and students of each campus undergoing an on.site 
evaluation visit as a supplemental piece of information for the visit. The campus must send an 
e-mail communication to its faculty , staff and students with the Link for ACics· call for 
comment: 
https: I Im embcrcen I.er. acics. org/Lists/Call%2 Ofor%20Com men LIN e, v Fonn .aspx'1isdlg = I &source=/ 

The campus should send this communicatio.n by September 2, 2016. and copy the ACICS staff 
representati ve . 

3. ACICS Stud ent Survev 

Each campu s must proctor or suppo1t the ACICS staff repres entati ve in proctoring a stud ent 
surv ey during the first day of the visit. At least IO percent of students , across all disciplines and 
day/evening schedules , should be surveyed . 171is can be accomplished by sending in several 
clai;ses to complete the surve y in a room equipped with computers. 

Students will login to the surv ey, whicb is located at http ://www .ac icsvis it.com, using the 
campus ' eight-digit ACICS ID Code 00010484 and the dail y acc ess code , \'Vhich will be providt!d 
to the campus by the staff pe rson 011 the day of the visit. 
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EVALCATI0:'11 VISIT "IEETI:'1/G ROOl\11\IATERIALS 
Renewal of Accreditation Visit 

lnstit11tio11s arc, to place the ,fbllowing materials in the room prm'ided to the (Taluation team. 
Additwnal materials may he requested ,1,hen the team is at the i11stttution. 

Current Information 

a. Class schedule including course names. numbers. 
of 111stmctors. and student enrollment 
tcm1/quartcr/scmcstcr/module 

titles. room numbers. class times. names 
by class pcnod for the entire 

b. Student enrollment on day(s) ofyisit by program and by day and C\'e111ng diYis1ons 
c. Floor plan of facility 
d. Staff roster and orga111zation chart 
c Course s~llab1 for current!~ offered courses (For courses not offered in the current tenn. 

the syllabi must be pro\idcd \\1th the C'\'.CCption of the followmg items 111structional 
materials and references. out-of-class actiY1tics and assignments. assessment criteria. and 
method of crnluat1ng students) 

f. All adm1ss1ons tests and test cut-off scores for each program 
g If abil1ty-to-bendit students arc admitted. complete documentation e\ idencing the 

relationship beh\ccn adnmsions test cut-off scores and successful academic or 
cmplo)·mcnt outcomcs. as\\ ell as the contract for the independent tcst administrator 

h. T,,o copies of the most recently completed. and the prior year·s. ACICS Campus 
Accountabil!t) Reports along \\ith the complete back-up documentation This must 
111cludc mformation to support enrollment. graduate. and \\ithdra,\al numbers and 
placement information such as student name. program of study. graduation date. Job title. 
employer name. and employer telephone numbers 
A copy of the current Campus EffectiYcncss Plan along \\·ith the progress reports and/or 
pnor year· s campus cffcctin.:ncss plan 

J. Board of directors and adn11111strath c staff meeting mmutcs 
k. Faculty meeting minutes 
1 Documentation ofin-scf\-icc training sessions held and the schedule for upcoming session 
m. Schedule and documentation of community resources utilized for each program 

(orgamzcd by program) 
11. A copy of the Certificate of Attendance at an ACICS Accredit.1.tion \Vorkshop for the 

chief on- site adm1111strator or self-study coordinator 
o. Copies of correspondence ,,·ith ACICS for any approYals or notifications for 

modifications since the last Rcnc,,al of Accreditation Visit (learning sites. new programs. 
distance education acti\'1t~. substanti\'e/non-substantiYc changes to an existing program. 
change oflocation. change of name. etc.) 

p. A copy of the apprm cd and most current Academic Analysis for each program. If 
applicable. this includes apprm·cd Clock to Credit Profiles with corresponding letters of 
apprornl 

q. Library budget 
r. A copy ofan official transcript 

2 Official Documents 
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a. Corporate Charter 
b. Articles of Incorporation. and Certificate of Incorporation or other appropriate 

documentation of legal structure and O\\ncrsl11p of the institution and a chart outlinmg the 
O\\ m:rslup stmchm: 

c Certificate of good standing: relati\·e to an mstitution·s corporate stc1.tute and/or legal 
identity 

d. State license and authorization to a\rnrd degrees (if applicable) 
e \fost recent state and VA compliance reports 
f. Documentation that the facilities arc in compliance \\ith local. state. and federal laws 

goYcrnmg fire. safety. and sanitation 
g. Documentation that the institution 1s in compliance \\ ith copyright laws for 

instmctional materials utilized 
h. US. Department of Education Program Participation Agreement and Eligibility 

and Certification ApprO\ al Report (1f applicable) 
Reports from most recent re, 1ews by agencies such as the U S Department of Education. 
Inspector General. and guarantee agency. as \\ell as the mstitut1on·s student financial aid 
compliance audit 

J. Third-party contracts \\1th other educational institutions or contracts such as JTPA 

a. Adm1111strat1,c staff personnel files that mcludc updated ACICS data sheets 
b. Faculty personnel files that include updated ACICS data sheets. copies of admimstrati,e 

and student C\'aluat1ons. and facul!Y de, clopmcnt plans ,, 1th documentation of 
their 1mplcmcntat1on 

AVIJ'. Swdrnr_fi/es in// /w s!!lec1ed ramlom(F.fix re1·iew hy li!mn memhas. 

lmentones 

a. Libran· resource and reference materials mcluding onlmc materials (if applicable) 
b. lnstmctional eqwpment for all programs 

5 Publications 

a Most recent ACICS self-study or branch application 
b. All current advert1smg and promotional literature. mcludmg scnpts. copies of 

ne\\spapers. magazines. brochures. and flash dnve or cd·s of radio and telens1on ads 
c All current internal rccmitmcnt materials including adrrnssions orientation packets. YTD adrrnssions 

meeting 1rnnutes. copy of standard intcl"\"ie,, and phone scripts. and commu111cat1on with external 
rccmitcrs (if applicable) 

d. Sh1dent. faculty. and staff handbooks (if applicable) 

c Current catalog with all addenda (if applicable) 
f. Pre, 1ous t\\·o years· catalogs and addenda (if applicable) 



To: 

From: 

Date: 

Subject: 

Mr. Robert Wright 
Campus Director 
West Virginia Business College 
116 Pennsylvania Avenue 
Nutter Fort, WV 26301 

Ms. Katie Morrison, Accreditation Coordinator 

Friday, September 9, 2016 

Renewal of Accreditation Visit - September 12-l3, 2016 

Listed below are the details for your upcoming evaluation visit. Please send each team member 
listed below, including me, an electronic copy (flash drive or e-mail) of the Self-Study 
Application. 

As a reminder, the Self-Study Application materials include: 

L Explanation 
2. Future Plans 
3. Campus Effectiveness Plan 
4. Academic Credit Analysis 
5. Self-study Narrative 

Additionally, the following update report documents must be sent to the team as well as uploaded 
to the campus ' online application: 

I. Faculty and Staff Summary 
2. Inventory of Equipment 
3. Catalog 
4. Class schedule 
5. Program Update Form 
6. Library budget 
7. Backup documentation for the most recent Campus Accountability Report (CAR) 

The update report documents are available on the AGICS Web site at 
http :/ /www .acics .org/acc redi tati on/ content. aspx? i d=2022 . Go to the "Accreditation Process" 
page and then click the "Evaluation Site Visit" page. The documents above must be received, 
along with the appropriate application materials by each team member no later than 

150 Forst SI.met. NE. s.i,te 980 • was~1r.gton. DC .X"IOCi2-42Z.J • t • 202 336.6780 • I - .20.2.842.25e3 • w,w,.ac1cs.cr9 

ACCREDITING COUNCI L FOR INDEPENDENT COLLEG ES AND SCHOOLS 



\1r. Robert Wnght 
September l.J. 20 16 
Page 2 

August 31, 2016. The campus must direct its attention to the enclosed Evaluation Visit Data 
Collection document for other required dates of receipt prior to the visit. 

\Ve will need a private work area for the team ·s use during the visit. The materials identified on 
the enclosed list should be placed in the work area prior to the team's arrival Additional 
materials may be requested during the visit. Details of the visit are outlined below. 

The institution will be invoiced a fixed fee for all site visits. Please be advised that pursuant to 
Section 2-3-401 of the An:redttatwn Criteria the Council will be made aware of any outstanding 
fees (30 days or older) during its review of your application. 

Please contac1 me immedia1elr {/you haw any co11cem.,· regarding any 1ea111 member appoi111ed 
to sen·e on the evaluation team or !(you hm·e any questions about the visit. lhank you. 

VISIT ITI'iERARV 

WEST VIRGI'iIA Bt:SI'iESS COLLEGE, 'it:TTER FORT, WV 

ACICS ID Code 00010868 
\\/est Virginia Business College 
l 16 Pennsylvania A.venue 
J'\utter Fort, WV 26301 
(304) 624-7695 
acicsnf@wvbc edu 

Visit Dates 

.'vlonday, September 12. 2016 ···· Tuesday, September 13, 2016 

Visit Type 

Renewal of Accreditation 

Current Level of Accreditation 

Occupational Associate's degree 

ltinerarv (approximate) 

Arrive on l\fonday, September 12.2016. at 9:00 a.m. 
Depart on Tuesday, September 13, 2016, at 5 00 p.m 
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Evaluation Team 

CHAIR 
Ms. Pamela Bennett 
Director of Library Services/Campus Compliance (Retired) 
Dallas Nursin )" Institute 

RELATIONS WITH STUDENTS 
Ms. Kathryn Sellers 
Online Professor 

EDUCATIONAL ACTIVITIES/ DATA INTEGRITY REVIEWER 
Mr. Brian Balsavage 
Director of Education 

I I • I I • • 

COMPUTER SUPPORT SPECIALIST/ BUSINESS ADMINISTRATION-COMPUTER 
APPLICATIONS SPECIALIST 
Dr. Gail Robin 
Adjunct Faculty 
Baker Colle e 

NURSE ASSISTANT-PATIENT CARE AIDE/ MEDICAL ASSISTANT SPECIALIST 
Dr. Azam Rahman 
Instructor 
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OFFICE ADMINISTRATION PARALEGAL ASSISTANT SPECIALIST 
Ms. Karan Krna 
Owner/Principal Consultant 
Krna Asso · at s LLC 

ACICS STAFF REPRESENTATIVE 
Ms. Katie Morrison 
Accreditation Coordinator 
202 336-6783 

b)(6> (Cell) 
kmorrison@acics.org 

c: Evaluation Team 
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EVALCATI0:'11 VISIT DATA COLLECTI0:'11 
Renewal of Accreditation Visit 

CAR Data RcY1c,,· 

1l1c campus must submit data for graduates placed dunng the January 1 to June JU. 2016 penod 
to ACICS · Placement Verification Progrnm (PVP) t"·o \Yee ks pnor to the cYaluation team ·s \'1sit. 
in order to mfonn the team· s data mtegrit~ re, 1cw 1l1e PVP 1s accessed by logging in to 
"·\\w.ac1cspYp.com \\·ith the campus· ACICS portal login information Placement data must be 
submitted to the PVP by August 31. 2016. Please sec guidelines on the ACICS \\cbsite for 
completing the PVP submission process. 

While ons1te. the \'I Sit team will Yent\ all placements confim1ed by the PVP and contact all 
graduates and/or employers" ho did not respond to the PVP e-mails 111 an effort to contact and 
\'erify 100 percent of the graduate placemcnts 

2 ACICS Call for Comment 

ACICS seeks feedback from the faculty. staff and students of each campus undergoing an onsite 
e,aluation, 1s1t. as a supplemental piece of information for the, 1sit. The c~pus must send an 
c-mail communication to its faculty. staff and studcnts ,, 1th th.: link for ACICS · call for 
comment: 
!11 I ps ./ /mcm berc en tcr. ac 1c s. org/Lists/C n 11%20 for%2 0 Com men t/N c, \ Form . ns px '? 1 sd lg= I & source=/ 

1l1c campus should send this communication by August 31, 2016. and copy the ACICS staff 
rcprescntati, e 

.J ACICS Student Sune, 

Each campus must proctor or support the ACICS staff rcpresentati\'e in proctoring a student 
suncy dunng the first day of the visit. At least 10 percent of students. across all disciplmcs and 
day/...:n.:mng schedules. should be SUIYeyed. 1l1is can be accomplished by s...:nding 111 se,cral 
classes to complete the survey in a room equipped "ith computers. 

Students \Yill logm to the sur\'ey. "h1ch 1s located at http://\\'"\\'.ac1csY1sit.com. usmg the 
campus·s eight-digit ACICS ID Code 00010868 and the daily access code. \\hich \\Ill be 
proYided to the c~pus b) the staff person on the da~ of the Y1sit. 
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EVALUATIOl'i VISIT-"IEETI:'1/G R00-"1-"IATERIALS 
Renewal of Accreditation Visit 

lnstit11tions arc, to place the ,fhllowing materials in the room prorided to the eral11ation team. 
Addittonal materials may he requested ,1,hen the team is at the inst1t11tion. 

Current Information 

a. Class schedule including course names. numbers. titles. room numbers. class times. names 
of instructors. and student enrollment by class pcnod for the entire 
tcm1/quartcr/scmestcr/module 

b. Student enrollment on day(s) ofyisit by program and by day and e\'e111ng diYis1ons 
c. Floor plan of facility 
d. Staff roster and orga111zation chart 
e Course s~llab1 for current!~ offered courses (For courses not offered in the current tenn. 

the syllabi must be pro\idcd \\1th the C'\'.CCption of the follow111g items 111structional 
materials and references. out-of-class acti\ itics and assignments. assessment criteria. and 
method of c\aluat1ng students) 

f. All ad1111ss1ons tests and test cut-off scores for each program 
g If abil1ty-to-bendit students arc admitted. complete documentation e\ idencing the 

relationship bet\,een admissions test cut-off scores and successful academic or 
cmplo)·ment outcomcs. as\\ ell as the contract for the independent tcst administrator 

h. T,,o copies of the most recently completed. and the prior year·s. ACICS Campus 
Accountabil!t) Reports along ,,ith the complete back-up documentation This must 
111clude mformation to support enrollment. graduate. and ,,ithdra,,al numbers and 
placement information such as student name. program of study. graduation date. Job title. 
employer name. and employer telephone numbers 
A copy of the current Campus EffectiYcncss Plan along \\·ith the progress reports and/or 
pnor year· s campus cffcctin.:ncss plan 

J. Board of directors and adn11111strath e staff meeting mmutes 
k. Faculty meeting minutes 
1 Documentation ofin-scl"\-icc training sessions held and the schedule for upcoming session 
m. Schedule and documentation of community resources utilized for each program 

(orgamzcd by program) 
11. A copy of the Certificate of Attendance at an ACICS Accreditation \Vorkshop for the 

chief on- site adm1111strator or self-study coordinator 
o. Copies of correspondence ,,·ith ACICS for any approYals or notifications for 

modifications since the last Rene\\al of Accreditation Visit (learning sites. new programs. 
distance education acti\'1t~. substanti\'e/non-substantiYe changes to an existing program. 
change oflocation. change of name. etc.) 

p. A copy of the apprO\cd and most current Academic Analysis for each program. If 
applicable. this includes apprm·ed Clock to Credit Profiles with corresponding letters of 
approval 

q. Library budget 
r. A copy ofan official transcript 

2 Official Documents 
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a. Corporate Charter 
b. Articles of Incorporation. and Certificate of Incorporation or other appropriate 

documentation of legal structure and O\\ncrsl11p of the institution and a chart outlinmg the 
O\\ m:rslup stmchm: 

c Certificate of good standing: relati\·e to an mstitution·s corporate stc1.tute and/or legal 
identity 

d. State license and authorization to a\\·ard degrees (if applicable) 
e \fost recent state and VA compliance reports 
f. Documentation that the facilities arc in compliance \\ith local. state. and federal lm\S 

goYcrnmg fire. safety. and sanitation 
g. Documentation that the institution is in compliance "ith copyright la\\ s for 

instmctional materials utilized 
h. US. Department of Education Program Participation Agreement and Eligibility 

and Certification ApprO\ al Report (1f applicable) 
Reports from most recent re, 1cws by agencies such as the U S Department of Education. 
Inspector General. and guarantee agency. as \\ell as the mstitut1on·s student financial aid 
compliance audit 

J. Third-party contracts ,,1th other educational 1nst1tutions or contracts such as JTPA 

a. Adm1111stratnc staff personnel files that mcludc updated ACICS data sheets 
b. Faculty personnel files that include updated ACICS data sheets. copies of admimstrati,e 

and student C\'aluat1ons. and facult\ de\ clopmcnt plans \\ ith documentation of 
thctr 1mplcmcntat1on 

AVIJ'. Swdrnr_fi/es in// /w s!!lec1ed ramlom(F.fix re1·iew hy li!mn memhas. 

111\cntoncs 

a. Libran· resource and reference materials mcluding onlmc matc1ials (ifapphcablc) 
b. lnstmctional eqwpment for all programs 

5 Publications 

a Most recent ACICS self-study or branch application 
b. All current advert1smg and promotional literature. mcludmg scnpts. copies of 

ne,,spapers. magazines. brochures. and flash dn\'e or cd·s of radio and teleY1s1on ads 
c All current internal rccmitment materials including adrrnssions orientation packets. YTD adrrnssions 

meeting 1rnnutes. copy of standard inten-ie\\ and phone scripts. and commumcat1on with external 
rccmitcrs ( i r applicable) 

d. Sh1dcnt. faculty. and staff handbooks (if applicable) 

c Current catalog,, 1th all addenda (if applicable) 

f. Pre\ 1ous h,o years· catalogs and addenda (if applicable) 
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Pre-Visit Meeting Discussion List 

The accreditation coordinator must cover the.following areas during the pre-visit 
meeting. 

❖ Institutional Summary - review critical components of the summary , paying sped al attention 
to the Assessment of Risk section. 

❖ lntroductory Details - while many of you serve as consultants, it is important to focus and 
emphasize ONLY the aspects of your experience th.at relate to your area ofr eview. 1t is 
important to demonstrate that you are qualified to provide curricula and experiential expertise 
in the areas you are identified vvith. 

••• •· Consulting: I know you've heard this once too many times but I need to reiterate the 
importance of eliminating the perception of consulting . The appearance thereof is just as 
unac.ceptable as the actual act itself See item #6 on Conflict of Interest Poli cy. 

❖ Conflict of Interest Policy: the policy has been revised and must be signed prior to serving on 
the visit. If you have not yet electronically signed the document and emailed it to 
evaluatonnanager @acics .org , please do so and copy me . 

❖ School Requests : do11ot ask anything non-programmatic/academic related of the institution 
and even then if you 're not sure, speak with the chair or the staff person. 

❖ Report Preparation: with the enhanced narrative component , our read-through will be 
critical to ensure consistency in the information and details on the responses. 

❖ Team Discussions: in as much as you are all expert in your area , your expert opinions and 
perspective is welcomed and appreciated during this process. That being said, 
discussions /debates will be open, non-personal and constmcti ve . The intent is to find 
ali~,nment with the Crite ria as well as to assess industry and academic confonnity . 

❖ Appropriatene ss: Again, for reiteration because this is so important discussions on biased 
politi cal affiliations, religious views and/or a_nything deemed inappropriate by any member of 
the team will not be tolerated . 

❖ Discussions of general issues are great but once tbey get personal , they get touchy and out 
the window . 

❖ A "team" - that's what we are which means th.at all decisfons made wm be made by the 
team ; we don't want (or need) consensus but we want buy in and to achieve this we will hear 
everyone ' s views, consult with the ACICS office , and a decision made. 

❖ Criteria and Procedural changes 

❖ Expenses - 30 day turnaround, including travel (airfare. train) 
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Council Policies and Procedural Change s 

This outline is provided as guidance to the AC/CS staff during the joint facilitation of the pre-visit 

meeting. The meeting is led by the team chair but the staff is responsible for providing information on 

any applicable Criteria changes and Council directive that affects the evaluation process. 

POLICY CHANGES 

1. CAMPUS EFFECTIVENESS PLAN (Sections 3-1-110- 3-1-113 & Glossary) 
The Council revised the current language in a number of areas including the deletion of 

"institutional effectiveness" since each and every campus should have its own plan; deletion of the 

Jonguage referring to "central{v control{ed institution II since this structure has not been 

implemented by AC/CS; and revision of the list of elements to be evaluated to include "level of 

student satisfaction". 

ONSITE APPLICATION; Section 1 

This change was finalized last year but campuses were given some time to collect sufficient data 
for inclusion in the 2016 plans (from July). Hence, all campuses are expected to comply. 
Team chairs will now include in their review the evaluation of the LEVEL of student satisfaction. 
Similar to the assessment of the campus's evaluation in the other areas (retention, placement, 
level of graduate satisfaction, level of employer satisfaction, and student learning outcomes), 
the team chair must ensure that the campus has collected, summarized, analyzed and used the 
data to improve its educational processes. A baseline level of satisfaction (and response rate) 
should also be set from which appropriate goals for the year are determined. 

2. RECRUITMENT ACTIVITIES REVIEW (Section 3-1-410) 
The Council clarified its meaning related to the monitoring of admissions and recruitment. The 

modifications clarify that the Council requires these activities to be supervised by the institution. In 

addition, the institution may never delegate these activities to anyone whose economic incentives 

are to recmit prospects through means that are unethical or subject to puhlic criticism or to admit 

ill-prepared appficants. 

ONSITE APPLICATION; Section 4 

This language change more accurately ret1ects current practices and as such, does not affect an 
onsite "change". The expectation has always been, and followed, that any these activities were 
not tolerated 

3. FACULTY PREPARATION AND LIBRARY STAFF 
(Sections 3-1-541, 3-4-401, 3-5-401, 3-6-701, and 3-7-701) 
The Council revised the listing of acceptable agencies for the evaluation of foreign credentials to 

also include the American Association of Collegiate Registrars and Admissions Officers (AACRAO). 
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ONSITE APPLICATION: Sections 5 and 8 

Evaluation of foreign credentials can now be completed by AACRAO, in addition to using 

agencies who are members ofNACES or AICE. As a reminder, the evaluation as well as the 

official transcript is required. The evaluation does not have to be original. 

4. GLOSSARY OF DEFINITIONS (Glossary) 

The Council modified the language by removing dated terminology and clanfying the definitions of 
Laboratory, Lecture, and In-service Training. 

ONSITE APPLICATION: Glossary 
The laboratory revision includes " .. under the supervision of an instructor .. " language which 

may affect the onsite evaluation of those programs with labs. 

S FACULTY ASSIGNMENTS - APPLIED GENERAL EDUCATION (Sections 3-2-104 & 3-3-302) 

The Council clarified its intent for general education teaching faculty at the non-degree level. This 

revision is consistent with the academic preparation requirements of applied general education 

faculty and standard general education faculty at the degree levels. This revision also includes the 

acceptance of completed doctoral coursework as qualifying credit hours to teach. 

ONSITE APPLICATION: Sections 5 & 9 

Previously the language was mconsistent with the requirements stipulated 111 Sections 3-4-302 

and 3-5-302 concerning faculty members teaching "traditional" general education. It said that 

only a bachelor's degree was required when in reality it meant only a bachelor's degree is 

required for APPLIED general education (term was added for clarity]. To ensure clarity, the 
proceeding sentence was added even though non-degree programs generally do not have 

general education courses. (Section 3-2-104(a)) 

Completed doctoral work, as evidenced by official transcripts, will now be considered for the 

credit requirement for teaching applied general education. (Section 3-3-302 (a)) 

6. TEACHING LOADS (Sections 3-2-101 & 3-3-303) 

The Council revised the language that currently limits the teaching load of faculty at the non­

degree and occupational associate's degree level to language that is consistent with degree 

programs. The expectation of reasonableness remains and should take into account and be 
justified by various academic factors. 

ONSITE APPLICATION: Section 9 

Previously there as a MAXIMUM number of hours that non-degree and occupational associate's 

degree instructors could teach, That NUMBER has been revised to be a subjective "reasonable". 

Hence, the burden is on the team, through the review of documents, interviews, and 
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observation of classes to make the assessment of the reasonableness of the instructor's load 

that ensures academic quailty .. 

7. COMMUNITY RESOURCES (Section 3-1-512 ( cl) 

The Council has clarified the intent of this criterion by spec/fling the expectations of using a 
variety of activities in every program which should focus on student enrichment and career 
opportunities. 

ONSITE APPLICATION: Section 9 

A constant source of inconsistent confusion on teams and at institutions, the revised language 

should no\v clarify the Council's expectations about the NUMBER and PROGRAM 

DISTRIBUTION. A "more than one so two" approach is minimalistic and does not reflect the 

Council's intent- to ensure that the student experience is enriched and career opporhrnities are 

provided. 

8. UNANNOUNCED VISITS (Section 2-1-805) 
The Council may, at its discretion, decide to direct an institution to host an unannounced visit at 
any time. The Council determined that there is a need for a policy which would affow for the 

review of an institution without prior notice. 

ONSITE APPLICATION: Special Visits 

With increased focus on identifying and mvestigat1ng risks, the Council has expanded the 

purview of its ability to conduct unannounced visits as it deems necessary. This has already 

been implemented with a significant increase in these visits over the last four months, 

9. Definition of Academic Quality (Title I, Chapter 1) 
Academic quality is in the context of an institution's mission. it is measured by the extent to which 

the institution achieves its student learning and student success outcomes. 
Effectiveness of an institution is demonstrated by compliance with accreditation standards and 
continuous quality enhancement. 

ONSITE APPLICATION: 

None 

10. Data Integrity Standard (Section 3-1-203) 
The standard provides explicit requirement for truthfulness, reliability, and accuracy of data 
coffected at submitted to AC/CS. The Council has the discretion to independently review 
performance data any time, any reason, and require its verification. On-site visit teams wiff 

identify an evaluator with the primary role ofverijying reported institutional data. 

ONSITEAPPLICATION: Section 14 (DIR) 
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This criterion will to a large extent replace the use of Section 3-1-303(aJ for a placement 
verification finding (record keeping] as the intent of the addition is to ensure that any data 
reported to ACICS is accurate - placement, retention, licensure, etc. This was initiated during 

the Spring 2016 travel cycle and has been augmented for the fall review. See the DIR Procedural 
Change below. 

11. Institutional Performance Disclosure (Section 3-1- 704) 
Student achievement must be disclosed at the campus (not institutional) fevef. At a minimum, 
campuses must disc!ose their retention, placement, and ficensure exam pass rate (if appficabfe). 

ACJCS has developed a disclaimer for performance information disc!osure. 

ONSITE APPLICATION: Sections 7 and 14 

To be a true reflection of the need for accuracy in the representations made by campuses on 
shident achievement disclosure, campuses must disclose student achievement rates at the 
campus and program levels (their CAR reports). Since the Fall cycle 1s at the end of the CAR 
review period, evaluating the accuracy or reliability of the data (from the 2015 CARJ will be a 
challenge especially since the DIR's review is from 2016 ( and not 2 0lS). Hence, the disclosed 
information should be reviewed against the reported data ( accessed via the CAR reports in 
Member Center). 

12. Admissions Requirements for Professional Master's Degrees (Section 3-6-601) 
This revision c!anfies the standard that a baccalaureate degree may not be required for admission 
for a professional master's degree program. This provision is a{ {owed if master's degree is 
recognized by a specialized accrediting agenr.y and leads to certification or ficensure. 

ONSITE APPLICATION: 

Those programs that hold specialized accreditation or licensing approval from a recognized 
agency and can evidence an alternate admissions requirement into a graduate program 
(Acupuncture, Paralegal Studies, etc.J as common practice would be accepted over the 
bachelor's degree threshold, This MUST be detailed in the report 

13. Recruitment Activities Review (Section 3-1-412(a)) 
The Council maintains its requirement that each institution must ensure that any person or 

entity engaged in admissions or recruitment practices is communicating current and accurate 

information about the institution and its operations. The Council added the explicit 

requirement that the institution must ensure that student achievement disclosures { as 

described in Section 3-1-704) are accurate. Following comments from the field, the Council 

clarified the language which states that the institution must maintain documentation that it 

systematically monitors its recruitments activities. 

ONSITE APPLICATION: Section 4 
Procedural changes are outlined below under Recruitment/Admissions Monitoring 

Oversight. 
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14. Placement Definition (Glossary) 
The Council has guidelines in which institutions must comply regarding the calculation of 
placement rates. The Council has included a succinct definition of placement within the 
Glossary of the Accreditation Criteria. 

ONSITE APPLICATION: 
The interpretation of the placement has not changed - rather the addition of a definition 
served only to include that interpretation. Webinars were offered and verification 
procedures outlined below. 

PROCEDURAL CHANGES 

Data Integrity Reviewer (DIR) 

Each campus visited during the Fall 2016 cycle are required to submit all students who were placed 
between January 1, 2016 - June 30, 2016 into the Placement Verification Program (PVPJ The PVP 
process will send an automated e-mail to the graduate and employer for verification that the 
placement information is correct. The e-mail will be sent twice-two weeks prior to the visit and 
one week prior to the visit Those graduates that confirmed placement via e-mail by the graduate 
and/or employer will be reviewed in-house by an ACICS staff member, prior to the visit The staff 
member wil.l make a determination based on the information received whether this was an 
acceptable placement For those graduates that were no confirmed via e-mail, the Data Integrity 
Reviewer (DIR) will make phone caUs whiJe on-site to attempt to verify the placement information 
provided. The goal remains 100% attempt of all placements reported via the PVP µ-rocess. 

IJ a campus provides any invalid placement information or if AC ICS is not able to verify any 
individuals reported in a program, a finding will be issued on the visit report requiring an 
instituti011al response. 

Recruitment/ Admissions Monitoring Oversight 

We have expanded our call for comment survey, which is required to be sent to all students one 
week prior to the visit to include questions with comment area.s a bout whether the information in 
the admissions and recruitment process was clear, accurate, and without pressure. The visit t:eam 
Will continu ,e to conduct an on-site student survey to gather further information about the students ' 
experience. Furthermore, the Student Relations specialist will conduct on-site interviews with 
students to garner further feedback of their experience , particularly throtigh the admissions and 
recruitment process. 

We have also required all documentation related to their admissions and recruitment practices 
(including policies and guidelines, orientation packets for recruiters, interview scripts, etc.) to be 
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included within the room materials. This information will be reviewed by the Student Relations 
specialist on site, who will conduct interviews with the admissions directors and admissions 
representatives while on-site. 

Furthermore, we are requiring the campus to provide their policies and processes for monitoring 
recruitment personnel. We will then request evidence of the implementation of this policy. For 
example, if the institution records admissions calls, we will request a random sample of these 
recorded calls. The depth of the review will be dependent on any at-risk factors, survey and 
interview responses, and documentation review. 

Financial Aid Review Enhancement (Checklist) 

We will utilize a newly implemented checklist for financial aid review. The checklist will be 
included within the Evaluation Procedures and Guidelines and provided to the Student Relations 
specialist on campus. The checklist will serve as a guideline in order to ensure that the evaluator 
reviews Title IV eligibility, compliance audits, appropriate documentation for financial aid and 
consumer information, coh art default rates, scholarships, financial aid staffing, and student file 
review (include a file review check sheet). 

At-Risk Factors 

We have been mo nito ring i nsti tu tio ns for at- risk factors including complaints and adverse 
information, student achievement indicators, financial condition, enrollment growth, extensive 
changes, and previous visits. The coordinator will compile the at-risk factors for presentation and 
discussion at the pre-visit meeting. This information will help the team members be aware of 
current or previous issues at the institution. 

In addition, the At-Risk Institution Group (ARJG) is meeting on a periodic basis to determine the 
necessary investigatory actions to take for institutions that have severe or multiple at-risk factors. 
In a number of instances, ARIG is directing special visits to the institution to further investigate the 
at-risk factors. In these cases, the team members will be provided with the "package" of at-risk 
information. 

REPORT TEMPLATES REVISION 

There were extensive ,-evisions, tn include the addition of a number of narrative-required 
questions, ta all sections of the team report templates. Hence, evaluators MUST review and 
download the most recent version as published on the ACICS web site. 
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00010868 Staff 

WVBC pride themselves on how much their instructors push students to be independent thinkers, and 

how much they learn in just the first year at WVBC. As a staff member I pride myself in our uniqueness, 

to confront institutional problems in a mature way for the students to comprehend who are new to the 

learning aspects of their responsibility in the academic needs and the creation of a trusting and laid-back 

educational environment for our student body. 

West Virginia Business College - Nutter Fort, WV (00010868) 

00010868 Faculty 

West Virginia Business College is a student centered campus, and truly values its staff. The classroom 

size is small enough for a personalized learning environment. We take the time to work with our 

students, and I have really seen the results. The office is organized and keeps everyone on schedule. 

Students are required to attend class, unless officially excused. The students are fully engaged in my 

class, and I keep them on the edge of their seats by asking multiple questions throughout the class 

period. I have noticed that the students would rather be bothered with questions, then to be strictly 

taking notes the entire class. Overall, I would state that West Virginia Business College (Nutter Fort 

Campus); takes the time and effort to ensure that every student gets the education that they are paying 

for. The environment provides the means for a successful learning environment. 

West Virginia Business College - Nutter Fort, WV (00010868) 

00010868 Staff 

I deeply enjoy my job at WVBC as the Financial Aid administrator. Since I have taken this position at 

Nutter Forts' campus I pride myself in making sure that every student fully understands the advantages 

of furthering their education not just in college, but particularly at our college. I have had the advantage 

and benefit to work as a night receptionist, the CSR, as well as an instructor before settling into the FAA. 

The opportunity allowed me to get to know each student on a personal level, which better serves us to 

communicate and reach out to students when they are struggling to make sure they stay with their 

program and possibly come back for another program. WVBC, to me, is a small community/family. I truly 

enjoy my work and the people around me here at West Virginia Business College. 

West Virginia Business College - Nutter Fort, WV (00010868) 

00010484 Staff 



I feel the Staff and Faculty work hard to demonstrate to the students that they care about the students' 

future and do their best to facilitate in the students' pursuit of a quality education. 

West Virginia Business College - Wheeling, WV (00010484) 

00010484 Student 

It is a very good place. I have learned so much my first quarter. 

West Virginia Business College - Wheeling, WV (00010484) 

00010484 Student 

Hello I am a student about to finish at the school. I will be done in September of this year. I can honestly 

say that for the most part it has been a joy to go there. I am happy with the instructors and the classes. 

I love the hands on in the classroom. there has been a few hick-ups along the way with communication 

but it is constantly aproving. Even with that being said I felt I made the right choice to go there. Thank 

you. 

West Virginia Business College - Wheeling, WV (00010484) 

00010484 Student 

I love this school and they way the care about are education 

West Virginia Business College - Wheeling, WV (00010484) 

00010484 Student 

-s an excellent director.-as went above and beyond to teach me everything I 

need to know about Surgical Technology. Great staff, great environment, and great improvements since 

-and .started! 

West Virginia Business College - Wheeling, WV (00010484) 

00010484 Student 



Instructors are informat ive and expect a lot out of students since curriculum is fast paced. Students are 

willing to help and tudor other students . I am please with my educat ion this far and proud to be a 

student at this school. 

West Virginia Business College - Wheel ing, WV (00010484) 

00010868 Student 

I don 't like how they try to w ithhold our loan money from us ITS A LOAN we should be able to get it as 

soon as it's credited to our account and any fees owed to the school is deducted. 

West Virginia Business College - Nutter Fort, WV (00010868) 

00010484 Student 

I think it's a great school the staff is great and very helpful haven't had any prob lems I have really 

learned a lot here at this campus and I would recommend friends and fami ly to come here as well any 

questions please feel free to contact me 

West Virginia Business College - Wheel ing, WV (00010484) 

00010484 Student 

I have had many issues obatining my finanacial aid, let alone gett ing help to actually apply. 

West Virginia Business College - Wheel ing, WV (00010484) 

00010868 Student 

"I seriously want to drop out. We have no supplies for the medical students . Everything is out dated. 

Also we can not seem to keep a night medical teacher. This school is a joke. If I didn't already put so 

much time in the school cause of fake prom ises to get medical supplies I would have left already. Now I 

am to far into debt to transfer. " 

West Virginia Business College - Nutter Fort, WV (00010868) 

00010868 Faculty 



As a part time instructor I find the students to be very pleasant and teachable. They often face 

monumental challenges to completing their education such as transportation and affordable child care. 

For most of these students, this is the most positive educational interaction they have experienced. 

Instructors at the school are caring and communicate with their students in whatever way they can and 

are very encouraging to help keep them in school to complete their education and pursue a career. 

West Virginia Business College - Nutter Fort, WV (00010868) 

00010484 Student 

More in depth classes 

West Virginia Business College - Wheeling, WV (00010484) 

00010484 Student 

I absolutely love this school 

West Virginia Business College - Wheeling, WV (00010484) 

00010484 Student 

I absolutely love this school. 

West Virginia Business College - Wheeling, WV (00010484) 

00010484 Student 

I have been a student here since 2013. I finished my Associates degree in accounting and business 

management in June of 201S with a 3.98 GPA. I am currenting an IT student and will be finished with 

this Associates degree at the end of December of 2016. I currently have a 4.0. 

West Virginia Business College - Wheeling, WV (00010484) 

00010868 Student 

We need more students maybe a different location would help 

West Virginia Business College - Nutter Fort, WV (00010868) 



00010868 Student 

I don't think it's right how they disburse our expense checks. I understand complete ly if you have poor 

attendance you shouldn't receive one, but for those of us that do come to school and take th is seriously 

we are always wait ing for money. personally I have yet to have enough to afford to buy dress clothes for 

school. This is money that we have to pay back so what is the big deal with letting us have it? I never 

seen or heard of any other schools operating this way. As far as the teachers go, they are great, anytime 

i need help or don't understand something they are there for me. I th ink it's silly that we have to go to 

our mentor, fill out a paper, and wait for an appointment to speak w ith financial aid. There should be an 

open door policy . There isn't that many students here soi can't see it being that big of an inconvenience. 

Furthermore, for those that don't show up for school half the time and want to complain about not 

getting their checks, they should be placed on a probation period and if they fai l, kick them out. plain 

and simple. 

West Virginia Business College - Nutter Fort, WV (00010868) 

00010868 Student 

To be quite honest, I love my fellow students and staff. However, there are some things I feel need 

immediate attention . For example our checks, the other WVBC campus has received them before we 

have. A portion of ou r money is used to pay teachers or pay for things that need fixed at the school and 

that's not right. That is my money that I get from the state to help with my transportation, rent, etc. 

Another thing is, the other campus gets away with A LOT more than we do. They have A LOT more 

supplies than we do. Please feel free to correct me but WVBC started here in Nutte r Fort, not Wheel ing. 

I do not wish ill on the students or staff there but I as well as other students at the Nutter Fort Campus 

feel in a sense cheated because we aren't given the same opportunities as the other and that's not right. 

We should all have the same tra ining, supplies, etc. 

West Virginia Business College - Nutter Fort, WV (00010868) 

00010484 Faculty 

Good working environment and qualified Instructors teaching in area of expertise giving students a 

quality education that prepares students fo r their future careers. 

West Virginia Business College - Wheeling, WV (00010484) 

00010484 Faculty 



Good working environement and qualified Instructors teaching in area of expertise giving students 

quality eduacation to prepare tthem for future carrers. 

West Virginia Business College - Wheeling, WV (00010484) 

00010484 Student 

I enjoy going to this school. The faculty makes you feel like an indiv idual and not just a number. 

West Virginia Business College - Wheel ing, WV (00010484) 

00010868 Staff 

"Everyone tr ies real hard." 

West Virginia Business College - Nutter Fort, WV (00010868) 

00010868 Student 

I feel that our campus is nothing compared to the Wheeling campus. We do not have proper medica l 

equipmen t that is needed to adequately learn and be prepared to go out in to the work force. We are 

charged mo ney for a medical lab fee, yet we tec hnically have no lab. We are unable to get our sticks for 

phlebotomy , yet Wheeling is able to. We all pay the same t uition amount but are unable to learn hands 

on. We have wonderful instructors but they're unable to teach adequate ly with the resources they have. 

Our school is completely falling apart. Paint is peeling off the walls, we do not have adequate heat or air . 

I also feel that the school off icials shouldn't have any say so in our financial aid loans. They're loans, 

the refore we have to pay them back. Its our money. 

West Virginia Business College - Nutter Fort, WV {00010868) 



July 25, 2016 

Official Complaint Letter 

Did you follow the campus grievance policy? Yes 

Additional Det.ails 

Do you wish to remain anonymous? Yes 

School: 10868 - West Virginia Business College, 116 Pennsylvania Ave., Nutter Fort, 
WV 

Your relationship to the School: Former Faculty 

Complaint: I Have witnessed forging of students documents for Financial Aid. I have 
witnessed students being kept on paper instead of being dropped to keep money 
coming in and also to look good on paper for ACICS accreditation. I have witnessed 
lying to the medical students to get them to enroll .. ( internships that don't exist) I 
can provide names of the students who never went on an internship. They also have 
cheated students out of stipend checks due to attendance .. that is kept on the AA'S 
computer and a hard copy in her desk. I have also witnessed fake scholarship tests 
sent to wheeling, to make it look like NF is giving the tests •. ( all scholarships have 
been to wheeling for the past 10 yrs) They also follow a Procedural Manual that 
they don't want ACICS to rmd out about .. all employees are told to deny this.( its 
attached at the bottom) All students are also promised that they will have 
Phlebotomy,, they practice on a arm that has no veins and needs new skin •. NO 
LIVE sticks at all per Wheeling and the owners. All equipment has been purchased 
by faculty and faculty that had equipment donated to school from Heartland 
Assisted living facility ... No needles or anything has been purchased and some 
students they can't practice on the fake ann due to this. They have also been 
without an instructor and have had other faculty teach these classes that have no 
medical back ground what so ever. They have other faculty who have had to cover 3 
classes at a time due to no instructor for the day. they have also had to have the AR 
to transmit FA due to no one else to do it. Emails sent out on stratuswave.com 

750 First Street. NE, Suite 980 • Washington. DC 20002-4223 • t - 202.336.6780 • f - 202.842 2593 • www.acics.org 

ACCRED ITING COUNCIL FOR INDEPEN DENT COLLEGES AND SCHOOLS 



July 25, 2016 

Page 2 of 2 

kept them all for 3yrs. Where we were told to do unethical 
things to the ftles in order to keep them updated .. ie fo-'n students names and 
parents names. is one of the students . is another • 

is also one. Plus to many more to name. er st ave witnessed 
this as well and will testify or submit an affidavit. I hope this is helpful. Its a 
disgrace how the students are being mislead. 

750 Firs! Street. NE. Swte 980 •Washington.DC 20002-4223 • t- 202.336.6780 • f- 202.842.2593 • www.ac1cs.org 
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BUSINESS HOt:RS 
WVBC Opens 7 30 a.m Monday, Tuesday, Wednesday, Thursday 

9 00 a.m Friday and Saturday 
\VVBC Closes 10:00 p.m Monday, Tuesday, Thursday 

5 00 p.m Wednesday 
4 00 p.m Friday 
1 00 pm Saturday 

Break \Veek Opens 8 00 a.rn Monday, Tuesday, Wednesday, Thursday 
9 00 a.m Friday 
9 00 a.m Saturday 

Break \Veek Closes 7 00 p.m Monday, Tuesday, Thursday 
5 00 p.rn Wednesday 
4 00 p.rn Friday 
1.00 pm Saturday 

5-27-15(4-10-15) INTERl\1- CLASSES/ADVERTISl'iG/PROCEDt:RE-27 
Math and Interpersonal Communications are alwavs taught at Interim Begin with '.Vlath -
2 hours - lQ minute break after first class -IC is taught for 2 hours No other breaks are 
permitted Classes are 6 weeks in length. Same syllabus is used for 12 week course DR 
advenises for Interim teacher with specialty classes in computer, medical, legal. Wed. 
after drop/add, AA posts on roster in PRC book, students class,name,teacher. 
l\londay before start, AA orders books for all expected starts. Friday before start, 
teacher emails DR handouts. 8th week DR completes -27 Evaluation-Interim teacher.(see 
q1r(v.e1·a/11a.) 
FA Completes 32 Friday' before start (see sign in sheet I 'er{ficalion etc.) 
5-27-15(3-3-14) APPOl:\TME:\T SETTING-DIRECTOR /Fl:\A:\CIAL AID 
DR/FA schedules appointments for interviewing new employees after 1 00 on \;fonday 
through Thursday or anytime on Friday and Saturday FA schedules appointments with 
students on Friday or Saturdays. Appointments are given to DR/FA assistants to place 
on their calendars. 
10-21-13 APPOl:\T\IE:\T BOARD-COLOR CODE DR/AR-I 
BLACK-AR: -during morninv: meetings. AR posts on DR board under date, all appts. 
made to give presentations-·'time, name. telephone#. 
GREEN-AR: AR writes under date, applicant's name, FA and time. AR gives completed 
application and -1 to FA AR infonns FA if student is in default now. if known. (J.JR See 
DEFAULTER COUNSE/,/N(i SESSION) 
BLL: DR re-enrolling-write name under date, time. All ·other"appts.-name/purpose.time 
under time. ''interviewing/counseling'' End of each dav, erase appts. change date at top. 
5-18-15(3-15-13)APPPOl:\TME:\T BOARD -COLOR CODE-F A-1-98 
GREEN- (011~v J-A wtiles 011 F4 hoard.)As FA receives a completed ill2Q_,_ -1 and 
applicant has FSA ID#. FA writes applicant's name and time ofappt. FA writes 
applicant's name on spread sheet (98) with pertinent information ((fapplicant is in 
defa111!-co11nseli11t; sessio11 is comp/e,ed per DEFA ULTER-COUNSELLV(i SESS/01\J 
BLUE-~eetings scheduled for Friday/Saturday with current students. 
RED-Any other appointment FA has that day. At end of day, FA updates their board. 
5-22-15 (4-21-15) CALENDARS 
DRs, AA,F A,AR,CSR on Wednesday-6 1

' week emails the GM stating "have a nice day"' 



I 
8-5-15(5-27-15) ADVERTISI:\G FOR TEACHER/STAFF POSITIONS 
DR verifies the \,\/EB page has "positions open'' section current, asking for resumes for 
teaching and administrative positions If adve11ising must go in newspaper, DR sends 
copy of ad to Gfvl with check req. seeking approval. Ad runs Sundav, :\fondav 
and Tuesdav. All 4 year degree resumes are kept indefinitely for possibility of hiring for 
teacher. 

5-8-13 l:\ITIAL I:\TERVIEW-BEFORE 
PREPARI:\G-OBSERV A TIONS-TEACHERS/STAFF 

DR/FA reviews resume before be2:innin12: interviev-i noting applicant meets 
Teachers/Staffrequirernent-degree(s), ce11ifications, work experience etc_ (See "Hiri11x 
Require111e111s il'lu.:her Stqff-J~-xceJJlirJ11fbt medical lelu.:hen) 

Interview-Preparing-Teachers/Staff 
a) Identify most imp01iant knowledge areas that will be needed for position you 

are looking for and what skills and ability the ideal candidate should possess. 
b) Create some specific questions to ask all candidates that clearly and 

behaviorally demonstrate that they have these critical factors and skills As 
applicant to demonstrate their skill, solve a problem that clearly and 
concretely provides proof you need, to make an ••informed" decision 

c) Be ready to ask specific and measurable questions of candidate 
d) Be ready to ask if they consider themselves successful If'·yes'' ask for a 

specific example of their success 
c) Be sure to ask questions to knmv '·enough'" about a candidate before hiring 

Initial Interview-Obsen:ations 
The following observations must be noted as soon as the interviewing begins 

a) ls appearance professionaJ'J Are they outs.ming? (qffi:rs to shake hand~) 
b) Does interviewee ask questions about their responsibilities? (Axxressf\·e) 
c) Projects confidence? (Posture''/ ca11 affitude'" eye collfact-chee1firl) 
d) \fake notes, attach to resume. 

1- l - l 3 I:\TERVIEW-PRIOR TO SECOND INTERVIEW-REFERENCES 
Before setting a second interview, references must be called. Call at least two past 
employers and one personal reference (notes 111.fi/e) and ask the following: 

Previous Employers 
I \Vould you rehire this person if you had a position open? 
2. Was he/she late for work? Did he/she miss much work? 
3 How did he/she gfil along with other people on the job? 
4 How did he/she gm: along with the general public if he/she met them? 
5 Hmv \Vas his/her telephone manners? 
6. Did he/she volunteer to stay overtime when warranted? 
7. Did he/she always look and act professional? 
8. Was he/she self-motivated? 
If employers will D.Qt answer questions, l)_Q_t_~ on application (vou can ask anr 
ques1io11 you wallf but 1he app/ical/l does 1101 hare to answe1). 
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Personal references 
1. How long have you know this person and in what capacity? 
2. Do you feel she is trustworthy and dependable? 
3. Do you feel she is professional in appearance and attitude? 

Before offering the position to applicant, DR/FA asks "Would you care enough about a 
student to spend extra time with them if they asked for help?'' DR/FA should give two or 
three scenarios asking how they would handle it. (Staff position- applicant is given a 
timed writing. Applicant is expected to type a minimum <if three mhndes, 45 wpm with 
only 3 errors and must also be computer literate. Timed writing is placed in theirfile) 

8-1-13 HlRING REQUIREMENTS-TEACHERS/STAFF 
All teachers must have a minimum of a four-year degree. Medical teacher - 2 years 
degree with written certification(s) and/or extensive written proof of experience in 
their file. An official transcript (1101 "issued lo student") must be in their file before 
the end of their first month of employment. If it is not received by end of the 
first quarter, teacher cannot be asked to teach again. Teacher can teach only 
classes passed on their transcript ( highlight). Work experience in class(s) to be taught, 
must shown on their written documentation what they do/did in this position. This 
documentation must come from their direct superior. Staff must have a minimum of an 
Associate degree. 

9-30-13 TEACHER'S Ts-QUIZ 
Monday, first week of each quarter, DR makes a copy (Iron/ and back) of 
the most current Teacher's Ts, if not already in file , and has each teacher , read and sign 
the last page of the "Ts" for their file. During the z!h week teachers meeting, DR gives a 
short quiz on the Teacher ' s "T's. DR reviews the incorrect answer at the next teacher's 
meetings. Quizzes are kept in teacher's file. 
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9-21-14 TEACHER'S "T"s COVERAGE 

TEACHER'S ·•T"S ARE TO BE READ Al\D FOLLOWED BY ALL TEACHERS 

DIRECTORS WILL GIVE A QUIZ 01\ ·TEACHER'S T' 0'\J 
THE SEVE:\TH WEEK OF EACH QUARTER COPIES OF THE COMPLETED 
QUIZ ARE KEPT !'I EACH TEACHER'S FILE 

TEACHER'S T'S ARE CONFIDE:\TIAL AND ARE :\OT 
FOR STl!DE:\TS REVIEW! 



4(aJ 

T-1 1-27-14 TEACHER PERFORI\IA:\CE EV ALLA TIO:\-27 
DR_evaluates nev..-teachers periodically during the first 6 \veeks and there DR evaluates 
All teacher in each class at least once a quarter. Teacher will not be notified ahead of 
time- classes are to proceed per syllabus This enables the DR to monitor the progression 
of each class assuring the syllabus is being followed daily Peer evaluations are to help 
assist teachers in improving teaching techniques. 

6-2-15 (6-9-14)LESSO:\ PLA:\S - 4I-LOCAL LIBRARY VISITS /Gl:EST 
SPEAKERS-93 

Teachers email lesson plans-41 Monday morning before classes to DR. 
Plan must indicate teachers are taking students to local library once a quarter for research 
or assigning research on the online '·library". Lesson Plan identifies homework, quizzes. 
test and assignments as well as guest speakers and field trips 

1-27-14 TEACHER PROFESSIONAL GROWTH/DEVELOP\IENT 
DR makes appointments with teachers during review/exam week firm up teaching 
schedule for next quarter Books/syllabus for these classes are given to teacher. DR 
strongly encourages professional development for each teacher, i.e. taking FREE 
classes at \VVBC or outside ofWVBC, seminars. computer seminars, professional 
magazines, belong to professional associations and clubs to improve teaching techniques. 
Documentation must be given to DR shmving their professional development, which is 
placed in teacher's file. This information is needed for ACICS Date Sheets 
7-5-1 J EXCUSED ABSE:\CES 
Excused Absence definition - \,leans the student can make up their work if it is 
the teacher's QQ!.if.r but student still is marked A-absent. No exceptions. 

6-2-15(7-5-IJJ CPDATED STUDENT CO:\TACT-84 
Second week of classes __ teachers have all students cornplete-84 (hla11kfrmns in 
mailhoxes) and gives -84 to FA directly after classes that day 
6-29-15(7-5-13) STUDENT CO:\TEST 
AA posts by teacher's mailboxes on registration day, a list noting date, name of the 

teacher/class that v.:ill be responsible to participate in the contest 
\VHEELING-Class noted on "contest list"-displays on bulletin board located in the 
annex by student's restroom NUTTER FORT-Class on ··contest list", displays on 

bulletin board selected by DR. Second Tuesdav of the quarter, teacher has designated 
class on list post their display Monday of third week, teacher has students take down 
display during the first 10 minutes of their class. Tuesday. during class period, teacher 
has class prepares and posts a bulletin board which has a direct bearimz on the class. 
Teacher interacts with class while preparing display and stresses the purpose is to help 
students learn to work together as a team and develop ideas for projects as if they were 
working. Thursday of the 1 o!h week staff votes on '·best" display. If there is a tie, a 
drawing is held by DR!!!!!!!: day. Winning class receives a pizza party Tuesday of 11 ih 



week before review/exam week. Winning class meet in student's lounge 
during class hour. 4(b) 

T-2 SPECIAL QllZ-CLASS PARTICIPATIO'i 
All teachers give a ''class participation·' quiz on the black board Monday every week 
in each class (except first and last 1reek (4°a quarter) beginning 2ml v.-eek and ending 11111 

week ofa quaiier. Two (2) questions are asked. based on previous Thursday's class. 
Teacher writes ''QUIZ'. on board and writes two questions. i e. ''Did we cover the entire 
chapter Thursday"·, or "Did we have a test Thursday"·'or ''Was homework assigned 
Thursday''? etc No make-up is permitted for this test. Absence on \fonday has 
student earning an ·'f''. Grade is averaged into final grades This is a pass/fail test. 
Test must be easy to motivate students to attend class on Thursday and Monday to earn 
an "A" and help bring up their grades. 
1-15-14 WVBC OFFICIAL FOR"IS 
Friday of break week, AA emails all current forms listed below to all teachers (lhese 
forms are always amilahle Oil the CSR computer {f1eacher does 1101 haw their OH'!/ 

comp111e1): 

-28 Substitute Teacher-33 Repair Orders 35-Guest Speaker Thank You 
-41 Lesson Plans -44 Teacher Attendance/Call Log -54 Problem Solving 
-58 Class Format -77 Advising -84 Lpdated Student Contact 
-83 Field Trip/Guest Speakers -93 Library Visit/Guest Speaker -1 I 5 Input Staff/Teacher 
As these forms are completed, teachers email to AA 

1-20-15 REPAIR ORDERS-33 
Dailv teachers notify DR by completing a -33 whenever anything in their classroom 
needs repaired. 

1-1-13 INSERVICE-TEACHERS 
DR holds an In-Service on registration day each qua1ier and all teachers must attend 

7-1-13 ADVISI'iG-54-77 
TEACHER/ME'iTORS 

During meetings with students, mentors are to explain "this is not a complaint session -­
we want to know about you - positive things about you as well as any issues you may 
have." Teachers help students with academic issues relating to their class(s). Once the 
issue has been rectified, teacher completes a -77 and emails to DR and student's mentor. 
If teacher was unable to handle this issue, teacher refers student to their mentor. emails 
student's mentor and DR a detailed -77 of the student's issue. :rvlentor must seek 
student out and make an appointment with them during mentor's free time or before/after 
classes. l\,Jentor completes a-77 if issue is solved and emails all -77 to the DR. If mentor 
is unable to help the student. mentor completes a detailed-77 of their O\Vn and emails all 
-77 to DR. DR works with staff/faculty to solve the problem DR emails a response to 
the mentor explaining the solution, if one is determined. :''vlentor meets with student and 
if mentor is unable to satisfy the student with response DR gives, mentor completes a -
54 emailing to the DR. DR emails the mentor designating a time all three can meet. 
After meeting, DR completes -77_ Copies of all -54 and -77 are printed and placed in 



student's file. Immediate attention to the problem helps "save" students from ultimately 
g1vrng up. 

4 (c) 
T-3 MAKE-UP TESTS/QUIZZES/EXAMS POLICY 
Teachers are permitted to have their own policies on students making up quizzes/tests. 
Exception-Monday Quiz on previous Thursday material-No make up. During first 
day of class , teacher informs students of their policy and emails their policy registration 
day to DR and students. If the teacher pennits students to make up tests/quizzes : teacher 
administers test/quiz after classes. This is given on teacher ' s own time-before/after 
classes, office hour, or Friday , Saturday. Make up tests cannot be taken during classes or 
given by anyone else . Teacher cannot send student out of class to take the make-up test. 
Student must attend the class to be counted present. Teacher must do a different test than 
the original test already given. Teacher must be consistent in applying their policy. 
No exams are given early without prior arrangements made with DR. This is done only 
under "very special circumstances" Document11tion must be in file for taking an early 
exam. No one can give the exam or grade the exam but the teacher. 

1-16-15 TEACHER'S ATTENDANCE-34a-FLNALGRADES 
WVBC teachers keep attendance for students academic standards of progress. Grades 
and teacher's attendance are kept daily on -34. Final grades are posted on -34a and 
registration cards by teacher at end of quarter no later than Friday at 1 :00 of exam week. 
-34a is given to the office. 

3-1-13 TEXTBOOKS COPYING 
No copies are made from textbooks for students. 

7-6-13 FIELD TRIPS-GUEST SPEAKERS-83 
One field trip and one guest speaker is mandatory each quarter per each class. Teacher 
contacts a guest speaker and sets an appointment. Teacher requests the speaker to come 5 
minutes before the class is to begin. Teacher meets guest and take to their classroom. 
Trips and guest speakers must be relevant to the class and supervised by the teacher. 
Teachers do not drive students anywhere. If a teacher drives students, they are 
responsible for any liability that may occur . Form -83 is emailed to DR 48 hours before 
trip/guest speaker is planned and an approval/denial will be received by email. If a 
student does not show up for a field trip /guest speaker, they are marked absent. 
Attendance is always taken on field trips/guest speaker. Field trips/Guest Speakers are 
not scheduled AFTER the ·10th week. DR has teachers send a thank you note to the 
speaker/business. 
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T-4 1-16-15 TEACHER'S DAILY ATTE'iDA'iCE-CALL LOG-44 
WVBC has no Tardy Policv. This is up to the discretion of each teacher! Teacher 
must tell students their policy first day of class as to their tardv policv. During the 
beginning of each class after registration day, teacher writes on -44 each student's name 
attending that class. At the end of the teacher's last class, -44s are given to the AA. 
Once drop/add period ends, teacher receives an official roster Tuesday and a -44 for each 
class. listing all students who are to be in their classes. Teacher's attendance is kept on -
44 by teachers throughout the quarter daily :\'o exception is made for a student- when 
they are NOT SEATED in class, they are marked absent I (excused absence only 
permit.,· .,·tudent to make up work/tests i(that is teacher\ policr onlr -.,·tudent is still 
marked ABSEVT (A) Individual makeup policy is enforced by the teacher. Teacher is 
responsible to call/email c1,1__l absent students giving them homework assignments and 
show concern for the student being absent. A note is written on -44 before turning in to 
DR. (teacher 1101ifies me!llor that st11de111 ca,11101 he reached). ~'lentor attempts to 
contact student and completes a -77 which is emailed to the DR. Teacher encourages 
student to attend classes or call the office if unable to attend. Teachers need to 
make more than one attempt at different times to determine why student did not attend 
class_ lfthe teacher does not drop off their -44 to the AA, AA contacts the teacher asking 
for the information and have them come in early the next day with their -44 DR reminds 
teacher that this is to be given to AA at the end of each dav. 
1-1-13 CLASS FORMAT-58 
All teachers must follow -58 when conducting a 55 minute/75 minute class period. DR 
posts -58 near the teacher's mailboxes. Classes cannot be staned late or dismissed early 
regardless of the reason. Class cannot be moved without prior approval from DR who is 
the only person permitted to cancel/shorten a class. 
7-5-13 PRE-EVALUATIONS 
WVBC monitors the quality of each class being taught and the quality of the teacher 
based on objectives listed on syllabus. Teacher determines what they want their students 
to learn by end of the quarter. Pre-evaluations-Teachers review syllabi once assigned a 
class, then write a pre-evaluation and lesson plan accordingly Trne/false/multiple 
choice questions should be limited. This pern1its DR and teacher know if goals set have 
been accomplished. Teacher needs to detennine 5 major goals they wish to cover during 
the quarter. Under five major goals. ten questions relative to these goals should be asked. 
(50 questions total) Pre-evaluation is given to DR by Tuesday of break week to review 
Teacher administers pre-evaluation on Tuesdav after registration day to ill students 
in each class. Teacher explains "this is a guide to enable the teacher to evaluate each 
student and how they are progressing during the quarter. Teacher explains to student 
they should not expect to ans\ver most of the questions correctly. since generally, they 
have never taken this cl ass prior to attending WVBC Teacher explains 
"this does not count in your GPA/CGPA" At end of class, pre-evaluations are collected. 
graded and given to DR by Friday, J:00 p.m. at the end of drop/add week. (Fach time a 
hook chanKes an updated Pre-evaluation 11111st he made hy teache1) 
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4-15-15 POST EVALLATIO'-1 - EXAM 
The post-evaluation is to be similar to the pre-evaluation and given (day) \Vednesday, 
Thursday for each class and (evening) Thursday during the 11th week of the quarter. This 
is the final exam After posting all final grades, these evaluations are given to DR no 
later than Friday, last day of the quarter. DR completes a synopsis of the evaluations and 
meets/emails with teachers each quarter to review, determining if goals were met in each 
class and if not. how do they plan to meet their goals in the future. (DR completes -77 for 
each teacher's file for future referencing) A new pre/post evaluation (exam) is compiled 
by teachers each quarter for each class Sarne evaluations already given are not to be 
used again (Lach lime a hooks cha11xes the Pre Posl htilua1io11 is updated hy teacherj 

1-16-15 TEACHER'S ATTENDA'iCE POLICY34,a,b-44-72 
A teacher will not fail a student based on attendance alone. A teacher mav award a 
passing grade of ''D"' if merited. Vf a class is a pte-re,111isi1efor mwther class, the 
teacher must re1·ii:'II' the student's academic ah,li~v hefcJre mmrding a ·'JJ 'j. 

P = Present-Actually sitting in a seat. 

A= !\OT sitting in seat 

E ----Exam exemptions 

H = Holidays in quarter per WVBC Catalog 

C = Cancelled classes. 
O.'\ LY the DR can cancel/dismiss classes early Staff members report to work, 
teachers do not DR cancels when Community College cancels classes - '·weather related 
onlv."' 
DR calls TV/radio stations bv 6 a.m./5:00 p.m. If classes are dismissed early, Day­
shorten each class l O minutes. Evening-shorten each class l 5 minutes DR emails 
teachers when this is to happen. Teacher is NEVER to cancel a class or informs students 
they will be absent for class the next day. If teacher is absent, it is the teachers' 
responsibility to call a substitute. Ifno substitute is provided by teacher, Director v.:ill 
find a substitute by checking ·'substitute list" turned in by each teacher each quarter. If 
none on this list are available, DR assigns a teacher that has a free period at the time of 
the class to teach the class using current syllabi and taking attendance. DR will 
detem1ine why teacher did not make their own arrangements as required. :'-,Jote is placed 
in teachers file to refer to for future employment. 
l\fany, if not all, students receive some sort of financial aid. Official verification of 
attendance is required of teacher by the Office of Education and other agencies. 
Opinions are not accepted on attendance. The student is either IN the seat or NOT in the 
seat. Anyone falsifying a students' attendance, does so at their own risk and assumes all 
liability associated with the fraud. including employment termination. 



•·P" and "A" are a factual record kept on the 34a,b and 44 by teacher and are recorded 
on the Master Teacher's Attendance Log (72). These are official documentations and 
must match the 34a, band 44.WVBC has no (T) Tardy policy. Teacher handles whatever 
disciplinary action deemed suitable. 
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1-1-13 TEACHER'S SCHEDULE/FREE CLASS-40 
DR reviews official transc1ipt(s) of teachers, determining if a teacher has on their official 
transcript(s) classes assigned to teach each quarter.(highlight ed) If work experience is to 
be considered in the equation, pertinent documentation must be in the teacher's file. It is 
the teacher's responsibility to get the documentation to DR before being assigned the 
class. As a benefit, WVBC teachers are permitted to take any class at WVBC at 
"no charge ". (Teacher is required to purchas e book/materials needed.for the class­
except scrubs). Teacher is considered a "student" 
and follows all procedures students follow . An official transcript is issued upon passing 
the class. Once the official transcript is received by the teacher, they are permitted 
to teach the class they passed. 

1-1-13 EMPLOYEE HANDBOOK -146a-g 
All teachers are given a copy of the Employee Handbook day they are hired 
to read, implement and keep for their records. (signature page signed and in employee ·s 
.file.) January, first week of each year, DR has copy made for ALL employees. 
(,;ignature page signed and in employee 'sjile.) 

6-3-15(1-2-13) MID-TERM GRADE POSTING-TEACHER PLAN 
No mid-term exam is requ ired. A mid-term grade is posted on registration cards 
by Friday-~lhweek of the quarter. (This shows student 'sprogr ess f or SAP)AII posting is 
completed in the office. Formal notification to students of mid-term grades is not made. 
If student earned Dor less, teacher makes a written plan by the following Monday­
emails to DR. Plan is to help student bring up grade(s). Teacher speaks with student 
the next Tuesday explaining the plan to help student bring up their grade. 
Teacher does not tell student they earned a Dor less. Students are informed they are not 
doing as well as they could and teacher has a "plan" to help improve their grade(s). 
Teacher -77 is completed and emailed to DR and student's mentor. DR reviews and files. 

6-3-15 EXAMS/REVIEW /POSTLNG FINAL GRADES 
EXAl\'IS: All students must take exams except those who have completed a class with 

an "A". REVIEW: First two days of the lih week are used for review. 
(Day) Wednesday and Thursday are exams. (Evening) Thursday is exams. Final grades 
are posted by Friday at .ll:00 Q!!!. 

7-5-13 HONORS PROGRAJ\11 
Honors program is open to all students. This is based on individual class performance. 
Student must receive an "A" as a final grade in their class. By Thursday before 
exam/review week , student is exempt from attending the review and exam for each class 
they earned a final grade of "A". DR emails/telephones students to excuse them from 
attending that particular class. 



( Um/er no circumstances does the teacher teff students ther earned an 
"A,. tlnd do not have to take the review flmlfinal e.xam. ff this ocn11·s, DR places -7' in 
teacher 'sfile.fhrfi1t11re considerationfrJr hirinK) 
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8-1-13 SLBSTITUTE TEACHERS-28 
Teachers are required to give to DR on registration day, ( 1) one name 
and telephone number of someone with a 4 year deuree. UVOT cwTcntlv 11·orki11K at 
r+THC), who is available to substitute for them during the quarter. DR composes a list 
with these names and emails to all teachers to use. (l)Rpos1s 1his !isl hy 1eacher \ 
mailboxes.) Teacher is responsible for calling their substitute and make arrangements 
with their substitute. Teacher asks the substitute to a1Tive 15 minutes before the first 
class to pick lJ.l2 their material(s) from the DR T_~_(:l._(:'._h~r is responsible to ~m_c_1_i_l_ a -28 to 
DR the day before being absent. Substitute must actively ·'teach" per syllabi (no1jus1 
take a11e11da11ce and monitor c!as.'I) Lesson plan and syllabi must be followed. (U'hen a 
teacher does not make mTanRement.\·frJr a suhstit11te, !JR completes a - 77 .for the 
teacher 'sfilefhrfi1t11re consideration (?{cmp!oymmt.) It is the 
current teacher's responsibility to pay substitute teacher. ({f1he c11rrenl teacher did 1101 
Ke! a .rnhslilllle, when pos.;ih/e, ~fa currenl teacher is_fi·ee, J)R ask them /0 leach 1he 
class. I JR add\· to rnrrent teacher's pay deletmgfrom teacher's pay who d,d not gfJ_ 

a suhstit11te.) '\Jote on Payroll if non-compliance. 

4-15-15 PAYROLL 
Employees are paid twice monthlv 5ti and 20th. Checks are distributed by DR at 12 00 
pm/5 30 pm. If the 5111 or 20th falls on a Sundav/holidav, checks are given 
the next workinu dav. The dav an employee leaves WVBC employ, DR notifies G.\1 who 
notifies accountant and check is mailed directlv to the ex-
employee's most current address on file. All questions regarding teacher/Dept.Head pay 
is directed to the DR (cc email to <iAI) 

8- l - l 3 INPUT FROM TEACHERS-115 
If a teacher wishes to submit a change for books or make a suggestion to improve 
WVBC-115 is emailed to DR. Teacher suggestion must benefit the student and \VVBC. 
Suggestion must be informative and completed in its entiretv. lfit is a class or prouram 
change. a survey of the community will be completed at both campuses by teacher and 
DR to determine if the community is in need of this class/program per ACICS criteria 
IfDR feels suggestion is acceptable. DR notes whv they accepted the-115 and fonvards 
to the Pres/VP/G\,t Once received and decision is made. email is sent to the "other'' 
campus DR and teacher to review and if approved/denied the DR at "other'' campus 
replies to the Pres/VP/GM When a decision is made, a reply is sent to both DRs 
to infonn the teacher of the decision (-115 and al! re.spo11ses are kepi in 1he 
( 'orrevHN1de11ce.fi!es.) 
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T-7 STAFF AND TEACHER EVALUATIONS BY STUDENTS-29a 
Monday of 8th week of quarter, DR gives each teacher -29a to have each student in 
their .lQ:00 a.m ./1:20 p.m. class to complete. Evaluation is given at the beginning of class 
while the teacher is taking attendance. Teacher is to emphasize that if student would like 
a change to be considered based on their responses, they must sign evaluation. If not 
signed, it is assumed that student is not serious and no consideration is given to their 
evaluation. Since only the DR reviews evaluations, student should not be "afraid" of any 
consequences. Teacher explains this is a tool to help WVBC get a general consensus of 
students attending now. WVBC feels input of students is valuable and 
will help WVBC grow. After completed, teacher collects and a student is asked to take to 
the DR now. This should take no longer than ten ( 10) minutes. There should 
be no discussion in the classroom concerning this evaluation. (Teacher should neverjeel 
"threatened" by these evalualio11s.) Once reviewed, if DR feels a teacher needs informed 
about anything in particular DR will notify them. 

4-6-15 MENTORING-77 
All students are assigned a new mentor on registration day. (]his enables all men/ors to 
get to know all s111de11t~).AA emails mentors Friday before registration day, a list giving 
their student names and phone numbers. Mentor must mentor their student a minimum 
of twice a quarter. (-7 1 completed and email to DR each lime). As new quarter begins, 
AA compiles a~ mentor list. AA posts "mentor's office hours" (teacher 'sfree period) 
on student board. Mentors email their ''oflice hours" to students reminding students they 
need to email their mentor and make an appointment either during mentor's free 
period, before or after classes or Friday/Saturday. 
l-2-l3 CATALOG-WVBC 
All teachers have access to the current WVBC catalog via the college website 
at www.wvbc.edu. Teachers are responsible for reading the catalog in its entirety 
and all questions are to be directed to the DR. When students have questions about their 
catalog, teachers refer students to the website or the DR. Teachers do not give their 
"opinions" on the catalog to students. If teacher feels something is not "right" in the 
catalog, teacher meets with the DR expressing their concern. 
5-3-14 BEHAVIOR IN CLASSROOM-DRESS CODE 

If a student brings food or drink into the classroom, teacher asks student to leave and 
discard item in the student lounge- not in classroom. When student leaves and doesn't 
return timely per teacher timeline, student is marked Absent. If student is not dressed per 
catalog dress code, they are sent to the DR and not permitted in class until DR emails 
teacher saying they are permitted back to class. 
ALL CELL PHONES MUST BE TURNED OFF BEFORE ENTERING THE 
CLASSROOM. STUDENTS ARE NOT EXCUSED TO LEA VE THE 



CLASSROOM. IF STUDE'iT LEAVES, THEY SHOULD NOT BE PERMITTED 
BACK I'i THE CLASS A'iD ARE MARKED ABSENT. El\lERGE'iCY PHONE 
CALLS O'iLY ARE ACCEPTED AT THE FRONT DESK FOR STUDENTS. 
STUDENT WILL BE CALLED OLT OF CLASS FOR THE CALL! 
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T-8 1-26-15 TEACHER'S ,1EETINGS-68a 
Every Tuesday a mandatory teacher's meeting is held by DR at 8 30 a.m./5 30 pm DR 
assigns a teacher to take minutes during the meeting. Second Tuesday of the quarter, FA 
department attends the meeting explaining the FA procedure-hov.-' FA helps students 
obtain grants, scholarships and loans-explaining disbursement of checks. J'\o individual 
student problems are discussed at teacher meetings. This weekly meeting is 
about GOALS - teachers setting goals and keeping goals. If anything needs discussed 
other than what the DR has planned, an appointment is made with DR. The appointed 
teacher will type a 68a, listing teacher(s) names individually and their response(s) as 
to meeting their weekly goal, and what happened. Next, teachers name(s) are listed 
individually and beside each list what their goals for next week is and how are they 
going to reach them. Fonn 68a is completed by appointed teacher and email to DR by 
the next day by 12 00. After reviewing, DR emails G\f, VP, Pres and all teachers. (Copy 
(?/' (if/a is p!act!d ill co/"f"e.~pondt!111 .. :e flit! cahint!I room "'Afeefi11g~·-Teacht!ts IVt!t!klJ) 

7-5-13 INTER'iET LSAGE 
Students are .'\OT permitted to use the internet during class for personal matters. 
Teacher is to verify students are using computers during classes for 
the subject being taught. Teacher do not use computers while teaching class for personal 
use. Class time is for teaching fundamentals of internet and computer programs per 
syllabi, not homework Computer teacher is to check weekly for computers not 
working properly and reporting to DR immediately. T\o programs are to be uploaded 
to computers 9.th.t:":Oh.<JJ1= what WVBC P.R has placed on them Computer teacher keeps 
computers "clear" of any information that should not be on the computers at 
lease weekly after talking with the DR about what should remain. 

*********************************************************************** 
6-22-15 TOOLS FOR EFFECTIVE TEACHING 

I. GOOD TEACHING PRACTICES ENCOcR<\.GES GOOD STUDENTS First 
day of class teacher reviews class syllabus and class outline with students. Handouts are 
emailed to the DR and all each teacher's students first day of class. Teachers bring in 
current news items, current events and discuss This keeps the class's interesting and 
encourages students to interact freely Visual aids are necessary, reflecting the class being 
taught as well as teacher decorating their own room- (remember- no tacks, push pins or 
scotch tape. Get sticky-tape from DR if needed.) 
2. E'iCOLJRAGE COOPERATION A\IO'iG STllDE'iTS: Teachers need to 
encourage students to form study groups and exchanging phone numbers. 



3. E:\COURAGE ACTIVE LEAR:\ING: Teachers need to assign group projects to 
students, not just lecture them 
4. PRO.\-IPT FEEDBACK: Teachers need to know if students understand what is being 
taught. Teachers email homework assignments/graded tests within 24 hours. Teachers 
needs to ask periodically for students to write a note at end of class as to what was 
learned that day and tum it in 
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5. COl\1'1UNICATE HIGH EXPECTA TIO'iS: Students need to know what is 
expected of them and what standards are set by teachers notifying them by e-mail/verbal 
notification 
6. GOOD PRACTICE RESPECTS DIVERSE TALE'iTS: Teachers need to explain 
to students education is becoming more and more important for employment. Business 
world expects good grammar/spelling. Teachers must always correct students if their 
grammar/spelling need to be coffected. Points are taken off of paper for grammar/spelling 
effors per syllabus. Teachers should always be aware of their own grammar/spelling. 
7. ONE OF THE MOST I\IPORTA'iT ELE\IENTS OF GOOD TEACHING IS 
THE TEACHER \!UST GAl'i RESPECT FRO\! THEIR STUDE'iT If a teacher 
pennits a student to come in late/leave early, talk in class, interrupt while the teacher is 
speaking, sit anywhere they wish, leave to go to restroom during class, there is no respect 
for the teacher. Remind students they have 5 minutes between classes to use restrooms 
Students DO :\"OT leave the classroom to ·'feed the parking meters" This is your 
classroom/take control. Students are adults. Teacher has the right not permit the student 
back in class if thev leave for an\ reason. If a ·'medical" problem exists, they need to tell 
the teacher before class starts. You must demand respect or you \viii lose control 
CE/./. PHOSES MUST /IE TURNEO OFF OUR/NG CJ.ASS-SO CE/./. PHOSE 
USA(,"£ IS PERJf/TTEO DURING Cl.ASSES! 
8. PREPARI'iG: 

a. Review textbooks/materials and set up your lesson plan in advance. 
b. Prepare attendance sheets as soon as possible after orientation 
r. Obtain students' addresses & phone numbers the first day 
d. T\otify students on how to get in touch with you the first day of class. 

9. POSITIVE INFLLE:\"CE: Do not promote confrontations in your class Focus on 
solving problems. Discourage complaints Bring serious concerns to "Powers that Be" 
59a (1-17-14) 
10. BE FAIR, ATTENTIVE, REALISTIC, CONSISTE'iT, EXPLAI'i THINGS: 
Clarify your expectations of your students and ask \vhat expectations they have of you so 
each of your students understand fully from the start what direction your class is going. If 
you say you're going to do something - stick to your word. Hold yourself accountable 
and impart this to students so they·ll accept responsibility Always offer students a 
chance to explain themselves or offer input. If their presence is valuable. then so is their 
input. Speak/treat students like they're professional adults. Seek feedback- stop once in a 
while to make sure you·re getting through to your students and making sense. 
11. LESSO:\" PLA:\"S: Try to individualize lessons to touch upon specific needs of 
students Take advantage of your own skills, intuition, judgment & trust them. Perform 
"assessment" of students-where they're coming from & where they want to go-and help 
steer them in the right direction when they're off course. Empower & challenge students 



to improve & achieve: don't ''spoon feed.'' Try to understand and accept the different 
types of students you have and adjust your lesson plans and instructional techniques to 
meet the needs as best you can. 
12. SHO\\i APPLICATION: Students are paying for your presence and expect 
immediate results, so show them how and what they are learning applies to them and 
gives them what they're paying for. Teach students how to apply what they are learning 
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with real life examples and/or situations. Students lose interest if what they are hearing is 
not relevant to their personal/professional development. Avoid serious digression and 
discourage them from doing same 
13. l:\'DIVIDUAL l\'IEETINGS: \fake time for individual meetings with students as a 
teacher and/mentor. Be accessible outside of class and provide them with work/home 
phone numbers. ~faintain "open line of communication" policy with class. Contact 
students outside of class to ''test" the waters letting them know you are sincere. Take time 
to prepare for everything and students will believe your are taking them seriously. 
14. LOOK FOR CREATIVE INSTRUCTIONAL OPTIONS TO SUPPLE:\IE:\T & 
ENHA:\CE TEXTBOOKS: 

a. Ctilize Internet information Ctilize public library and WVBC resources & 
video instruction Conduct role-playing ifit fits the subject. Assign 
responsibility-not just homework 

b. Bring in interesting speakers 
c. Supplement instruction with handouts/visual aids 
d. Ask students \vhat they feel \vould enhance the instrnction 
e. \take up a game for a certain lesson or assignment 

15. E:\COURAGING STt:DE:\TS TO THl:\K POSITIVELY: When students 
openly complain, try to have them think positively. Don't listen to student complain 
about teachers/\VVBC By just listening, you are letting student think you agree with 
them Let the student know you feel WVBC is a great school and all the teachers are just 
as great. If you don"t feel this way you need to rethink why you are teaching at WVBC 
.16. SEEK RELATED PROFESSIONAL DEVELOP:\IENT OPPORTUNITIES 
\\/HICH \\-'ILL E:\'HA:\'CE TEACHI:\'G ABILITIES: Continuing education benefits 
teachers and students Bring materials to class for students to review Provide students 
with ''mini-course'' of something learned at seminar/meeting for their own personal 
professional use. Teachers give to DR documentation of seminars/meetings recently 
59b (1-17-14) 
attended for their personnel file. 
17. E:\COURAGE STUDENTS TO BE PRODt:CTIVE AND RESPONSIBLE: 
Impart upon them the impact these qualities will have upon them in their professional 
lives \fake them take pride in their education and work Provide students with applicable 
·'real world'' scenarios as to work quality and work place expectations. Have them 
maintain folders, calendars, etc., for class materials, homework, etc. Set deadlines for 
work, stick to them, and establish and uphold consequences for missed deadlines 
Encourage students to apply/interview· for jobs they might be interested in but wouldn't 
normally consider applying for. 

CHARACTERISTICS OF ADt:L T LEARNERS 



EI\IOTIONAL - 1) Adults seek learning to cope with life changing events such as 
divorce, promotions. lay-off. firing, economic stress, loss of 
spouse, spouse's loss of job, kids grown up 
2) 80°·0 to 90°·0 of adults are not motivated to learn for sake of 
learning-learning is means to an end, not an end to itself 
3) l'vtany adult learners have poor self-esteem and fear of failure 

(4k) 
4) School is not top priority in life 
5) Takes effors personally 

SOCIAL - I) Adults bring multiple experiences to class which is a foundation 
to build on and potential barrier to learning. 
2) Adults have multiple roles in life 
3) Adult classes have students with diverse life situations 
4) Off campus oriented 
.5) Little or no higher education experience 

MENTAL - 1) Adults are ready to learn 
2) Adults self-directed 
3) Adults are problem oriented - they want to see real world 
relationships to learning 
4) Adults want it now- life change is happening now and they want 
education to impact their life now. not four years down the road 

PHYSICAL - 1) Eyesight declining 
2) Hearing declining 
3) Expect comfort seating, \Vriting, temperature, noise 
4) l'vtemo~' declining 

TEACHl:\G ADtLTS 
Cl"RRICULLl\1---- I) Courses are oriented to a single concept. not broad survey 

and are oriented to apply to real world problems 
2) Information contrary to what is already considered true needs to 

be integrated more slowly 
3) Complex or unusual learning tasks need to be taught slowly 
4) Courses are oriented to how-to, not just explanation of concept 
5) Concepts need to be explained from more than one perspective 

CLASSROOM - I) Adult learner cannot be coerced or tricked to learn 
2) Positive and continuous feedback is necessary 
3) Comfortable surroundings-no long sitting (classes are 55/75 

l'vtinutes) 
4) Do not put student on the spot to answer questions-draw them 

into conversations 
5) Draw on student's experiences 
6) Clarify expectations for course on first meeting 
7) Be a facilitator, not a controller - use open ended questions, 

encourage discussion, allow student to practice in class 
8) Protect minority opinions, allow disagreements but encourage 



rational and logical responses, not emotional opinions, make 
connection between diverse ideas 

9) Relate new ideas to student's experiences ----integrate the new 
infonnation with the old infonnation 
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10) Useful techniques-role playing-case studies-relate concepts to 

own experiences-team projects-group discussions-j oumals-one 
minute papers 

11) Use email for handouts-paperwork gets lost 
13) Emplov both audio and visual fonnats 
14) Allow more time-adults are more concerned with accuracy rather 

than speed 
15) L se a variety of measures to grade students-essays, oral reports, 

papers, projects 
16) Be sure students know each other and you (what is your 

background) - introductions, small group exercises (be sure 
introductions are made each time) 

17) Generate excitement towards topic and express interest in topic 
and student's learning topic 

18) BE PREPARED AND TAKE CONTROL OF YOl!RCLASS 

STANDARDS FOR STllDE:\TS I:\ TIIE CLASSROO\I 
We must teach students the standards we hold in our classrooms. We can't expect 
students to know our standards by transference, by our reputations, or by trial-and-error 
experiences. Remember, there may be as many different standards in a school as there 
are teachers. In addition, what was acceptable in one teacher's room may be totally 
unacceptable in another teacher's room Therefore, our definition of discipline must be 
accompanied by teaching students the standards held in our classrooms. It is a good idea 
for facultv to get __ together and do some decidinv: about expectations concerning 
appropriate behavior before addressinu the issue with students. Expectations in the 
classroom must include the overall expectations of West Vinz.inia Business College 

THREE VARIABLES OF A DISCIPLl:\E PROBLE\I 
TEACHER: Too often, our thinking is totally in tenns of student adjustment. Seldom do 
we think predominantly in terms of teacher adjustment. We should, however, because 
failing to do so is our first mistake in handling discipline problems. To be an effective 
disciplinarian, the teacher must become the primary adjuster. A teacher can be successful 
in getting students to adjust their behavior only by first adjusting his or her own behavior. 
PROBLEM STLDENT: The only variable that you have 100° 0 control of, all of the 
time, is you. 
Reachers with the most discipline problems usually are those who do not control themsel 
ves. As a result, they make every situation worse - for themselves, the problem student 
and the rest of the class. 



THE REST OF THE CLASS: Sometimes we forget that we can control and channel 
most classroom situations in a positive manner. 

FOUR RELATIONSHIPS OF STUDE'iTS 
I.THE STUDENT A'iD HIMSELF/HERSELF: A teacher can best begin helping a 
student by not writing the student off because of behavior. achievement, or personality 
Our role as teachers is not to view students as we see them 
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Rather, it is to view them as they see themselves. This is the key to understanding 

behavior. 
2.THE STUDENT AND TEACHER: All students enter class looking-consciously or 
subconsciously-for help and wanting, hoping, or wishing to be successful A teacher" s 
responsibility is to give help and cause students to be successful in class. Ifwe fail in this 
responsibility, it is often because we are judging students are slow, ignoring their 
questions, overlooking their failures or classifying their interests as trivial .According to 
research, a person needs three things to be successful 

• One must feel successful 
• One must believe that others feel that he or she is successful 
• One must have mvnership 

The sense of ownership ties everything together. .Anytime we deny ownership in a 
class, we increase the possibility of misbehavior 
3.THE STUDENT A:\'D PEERS: The student who cannot relate to his or her peers is in 
trouble-and will generally cause trouble in a class. There is much a teacher can do for a 
student in order to fulfill the need for peer relationships. Such instruction techniques as 
peer tutoring and cooperative learning can help students interact positively with their 
peers. Lecture situations do absolutely nothing to help students develop peer 
relationships. 
4.THE STUDENT AND CURRICLLU'.\I: We otien think of the class and the 
curriculum rather than the student and the curriculum Without a doubt, curriculum 
activities place some students in an impossible situation Once a problem is detected, 
flexible in-class requirements. as well as proper teacher approach and attitude, can 
provide this student with fulfillment rather than frustration. 

THE FOUR '.\IAJOR CAL SES OF MISBHAVIOR 
If a teacher can learn to handle the misbehaviors resulting from these four causes, the 
majority of our classroom discipline problems would be resolved. 
ATTE:\'TIO:'\: \-lost students gain attention through nomrnl channels. However. for 
some students. misbehaving is the only way of gaining attention. l'vtost commonly. these 
students are the ones v.:ho speak out without permission, arrive late for class, or leave 
class to go to the restroom etc. They are all misbehaving for the purpose of gaining 
attention. Attention is the need which must be met. If they cannot get attention in 
appropriate ways. they will misbehave. Remember. giving attention reduces potential 
problems and cures current ones. You can identify attention as the cause for 
inappropriate behavior by the feeling the behavior generates within you. \Vhen attention 
is the reason for the misbehavior, you will generally feel annoyed. 



PO\VER: We all have the need for power. Students express this need by open dissent, 
by refusal to follow rules, or by being controversial Remember. these students usuallv 
feel defeated if they do as thev are told. They truly feel that more power is the answer to 
all their problems. If they cannot gain power in appropriate ways, they will fight to gain it 
in inappropriate ways. You can identify power as the cause for inappropriate behavior by 
the feelings the behavior generates within you. When power is the reason for the 
misbehavior. you will generally feel threatened. 
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REVENGE: There are some students who find their places by being disliked. feared or 
hated Failure has made them give up trying to gain attention or power via socially 
acceptable methods. Unfortunately, they find personal satisfaction in being mean, 
vicious, and violent at times. The purpose of their misbehavior is revenge. They are also 
the students who write on desks and walls and damage others' personal property. If you 
have students who fall into misbehaving because they are seeking revenge. realize that 
only appropriate success will change them You can identify revenge as the cause of 
inappropriate behavior by the feeling the behavior generates \Vi thin you. When revenge is 
the cause of the misbehavior, you will generally feel feartlll or angry. 
SELF CO:\"FIDENCE: Students who lack self-confidence honestly expect failure. They 
frustrate teachers because they are often capable of handling their studies successfully 
Again, only success can change the students' academic self-image. You can identify lack 
of self-confidence as the cause of the inappropriate behavior by the feeling the behavior 
generates within you. When lack of self-confidence is the cause of the misbehavior, you 
will generally feel frustrated 

EIGHT SECO'iDARY NEEDS 
There are eight secondary needs and it is by meeting these needs that we can motivate 
students to study and learn. as well as to behave in appropriate rather than inappropriate 
ways. While these needs are also called derived needs, they are psychological and, most 
important from a teacher's standpoint, learned. Although the intensity of these needs 
varies from student to student, they are within us all. People are motivated to reach for 
goals-good or bad-to fulfill their secondary needs and raise their self-concept. Often 
failure to aim our teachers toward these needs lies at the core of our ineffectiveness. 
Many times. the problem is that we fight rather than fill these student's needs. 
Worse, we may try to deny fulfillment of these needs and think such action is good. Yet, 

to be successful, one must search for the individual need-and then try to fill it in positive. 
constructive, and appropriate ways. 
GREGARIOUSNESS: The need 

1 To associate with a group 
2. l\ot to continually be alone in work 
3 To avoid a solitary life 
4. To be in the ''inner circle" 
5 To be a vital or intimate part of something 

Students who have these needs are easy to identify. They 
1. Like organizing things 
2 Often come to see you 



3. Like to keep people informed 
4. Would rather work with others than work alone 
5 Often ask people if they can be of help to them 
6. Will form their own clubs and cliques if their needs cannot be met othenvise. 

AGGRESSION: The need 
l To assert oneself 
2. To be counted 
3 To have one's say 
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Students who have these needs are also easy to identify They-

1. ··pester" others to listen to their ideas 
2. Tell people continually hO\v they ''feel'. about everything 
3 Would rather not do things "by the book" 
4. Fight auth01ity if they feel suppressed 
5 Are often "anti'' other departments-meaning they see no ones p1iorities as 

irnpo11ant 
AFFILIATIONS: The 'leed 

For friendly relationships 
2 To be close to ··the boss·· 
3 To be liked by others 
4 To work in union 
5 To ·'possess'' -to have a sense of place and/or ownership 
6 To belong 
7 To be sought out by peers and/or superiors 

Students who have these needs are easy to identify. They 
1 Like belonging to clubs and especially like holding offices 
2 Want to be in charge 
3 Volunteer to work on committees 
4 Love to plan social activities 
5 Often exclude others from being part of the ''inner circle"' 

INQLISITIVE'iESS: The need 
1 To know 
2 To question 
3 To pry 
4 To even be a "busy body" 
5 To obtain gratification by the pursuit of knowledge 

Students who have these needs are easy to identify They 
1 Question everything 
2 Shoot holes in plans 
3 Play devil's advocate 
4 Like adding to other people's plans 
5 Drive others crazy with their ideas 
6 Want others to look at and praise everything they do 

ACHIEVEMENT: The need 
1 To succeed 
2 To be recognized 



3. To progress and grow 
Students who have these needs are easy to identify They 

1 Plan and organize 
2. \Vork hard to achieve goals 
3. Try even when others won't 
4. Are usually high achievers in the area of their interests 
5 Often resort to tooting their own horns 
6. Like showing others their plans, work and achievements 
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7 Love to talk about what they're doing 
8. Are often disliked and/or feared by others who feel inferior. diminished or 

"put dov-m·' in comparison 
POWER: The need 

1. To have the ability to act 
2. To have control over one's own and/or other people's lives 
3 To gain authority, responsibility and/or cooperation 
4. To have certain rights and privileges 

Students who have these needs are easy to identify. They: 
1 Fight decisions 
2 Want a title, authority, and/or responsibility and the rewards that accompany 

these positions 
3 Speak out during class 
4 Like to have the final say 
~ Often think they ·'knmv it air" 

STATt:s: The need: 
1 To be significant 
2 To count, to be a "somebody"' 
3 To be a vital part 
4 To change the status quo 
~ Tohaveone·ssay 

Students ,vho have these needs are easy to identify. They· 
1 Are easily insulted 
2. Think people look down on them 
3. Want information before others get it 
4. ··go crazy" if decisions are made without consulting and/or considering them 
5 \-take themselves appear superior by making others appear inferior 
6. Often put people dov-m and attempt to put others in their place 
7 Like to label others, prejudge those they meet, and judge everyone critically 
8 Are joiners 
9 Take on more than they can achieve 
10. Are extremely concerned about personal appearance and what things they own 

AllTO'iOMY: 
1 To be one's o,vn boss 
2 To have a self-governing way of life 
3 To do what one wants to do 
4 To be a leader 



5. To be able to provide input 
Students who have these needs are easy to identify They 

I Like to make their own rules 
2. Want a ''say" in matters 
3. Want to come and go as they please 
4. Are often fighters 
5 \\/ill work toward goals and strive for maximum achievement 
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:\l:\E 1l0TIVATORS 

There are nine basic human motivators. Some call them ·'people priorities'' because they 
represent what is important to people. These motivators can be used with every student 
you teach They are so effective that businesses use one or more of these needs in order to 
motivate people to purchase every product that has ever been sold. If you think not, read 
the newspaper or watch television tonight. See how many of these motivators are used in 
each advertisement. You may be amazed You'll probably see the need to apply them to 
your efforts to motivate pupils to exhibit appropriate behavior in the classroom 
PERSO:\""AL GAIN: When you're trying to get a student to change a behavior, always 
keep in mind that personal gain is the most powerful motivator. Whenever you're trying 
to get a student to do anything, that student will consciously or unconsciously ask himself 
or herself'·What's in it form')" or '·What do I get out ofit')'" Ifs called the primary 
question. If the student's answer is ··Kothing·· your efforts to conect or change behavior 
may fall on deaf ears or even find resistance Remember. students are constantly asking, 
'·What's in if for me to have this teacher, to follo\v this teacher·s advice, or to do as this 
teacher asksr If you ask your students to work for you or to behave for you-the personal 
gain for you is obvious, but you have not answered the primary question. As a result. you 
cannot motivate students with your personal gain. 
PRESTIGE: If you don't think prestige is a motivator, just recall how students' success 
in one subject or extra class activity often holds more weight with students than success 
in other subjects or extra-class activities. 
59i (1-17-14) 
Too. be aware how much prestige motivates people to be in specific groups or to wear 

specific clothing. The question is this How can we use prestige as a motivator to get 
students to work hard, to follow class rules, and to behave appropriately in class? The 
rule of thumb is that giving students a sense of worth or making students feel important 
gives them prestige. \\/henever we make students feels insignificant or powerless, the 
prestige motivator is taken away 
PLEASURE: The motivational value of pleasure is easy to recognize. It's hard to make 
people want un-pleasurable experiences. Unfortunately, however, disciplining students 
can't always be fun and games. But if you make changing behavior unpleasant or if you 
are a '·You've got to pay the price'' type person, influencing students to change behavior 
can be more difficult. Remember, learning how to behave appropriately and improving 
behavior are pleasurable. Becoming a more functionally successful human being is very 
pleasurable. The teacher who can keep unnecessarily unpleasant experiences out of 
correcting behavior will always be a more effective disciplinarian 



SECURITY: Ifwe want to influence students to behave in appropriate ways. we must 
make them feel secure with us and with what we are asking them to do. Anything we do 
which makes students feel insecure may be counterproductive to changing behavior. 
There are already enough reasons in the classroom for students to feel insecure because 
of their inadequacies Likewise. insecurity results automatically because of reasons 
ranging from poor behavior to poor academic achievement. At this point v-,e either 
choose to help students make things better so they can go on - or we decide to keep them 
insecure for a while. If we want to change behavior constructively rather than drive 
students further away. our course is clear. 
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CONVL'\IENCE: Convenience is a big motivator and needs to be considered-not 
ignored-\vhen approaching and trying to handle discipline problems. Unfortunately. \vhen 
students misbehave we may think more in terms of teacher convenience than student 
convenience. That's why we need to ask ourselves a few questions ifwe want to use this 
powe1ful human motivator to correct discipline problems. Is it hard to talk to us? Do we 
ask students what they did and what they·re going to do about it') Or do we ask why they 
misbehave? Do we offer simple or hard solutions? Remember. communication can 
make our task easier. 
ll\'IIT A TION: Imitation is the desire to be like others and to do what the majority-or 
minority-are doing The idea is to use the imitation motivator to help students model the 
standards and behaviors we desire. \Vithout the imitation model. we can have as many 
standards in the classroom as we have students. In addition, we need to know that if 
students model us in good deeds. they \Vil! model us in bad deeds as \veil 
DESIRE TO AVOID FEAR: Fear is a big motivator It dominates the lives of many 
people, including students. We all have rational and irrational fears A student's fear of 
trying is often the result of the motivator. Some students may misbehave rather than have 
classmates find out that they can't do a task even though they know misbehavior will 
bring big punishment. !\fake no mistake-some students misbehave and avoid us and 
academic to avoid fear of exposure - as well as failure. Therefore, if we use fear as a 
motivator to correct misbehavior and we think that it always works for u, we are 
mistaken In fact, using fear may compound the problem 
."\E\-V EXPERIE."\CES: l\ew experiences include changes in what is done as well as in 
our way of doing anything. It is a powe1ful motivator and needs to be considered in all 
aspects of classroom managements. Thaf s why the lack of new experiences may be the 
reason that always doing things in the same way when handling any discipline problem 
can work against our success Ifwe take new, varied and individualized approaches to 
correcting behavior, motivation can be enhanced. On the other hand, the ''be nice; be 
mean. kick the student out of class" approach loses new experiences as a motivator. 
CARE: Care is a motivator. It's easy to see why It is the only emotion humans can·t 
live without. Students must have it- and so must we That's why teachers who try to 
correct misbehavior or get a student to choose appropriate behavior without 
demonstrating that they care will find resistance ---and for good reason The student will 
not think we care about him or her as a person Worse, the student will believe our 
methods and desires are merely manipulations \fake no mistake All people including 
students hate to be manipulated. \fany will refuse to be manipulated. Remember, caring 
is a foundation for changing behavior. 



THE FOUR STEP DISCIPLINE MODULE 
BEHAVIOR: Before you can try to change a student behavior, you must properly 
identify that behavior. The identification must be specific. For example, the talker, the 
cheater, the bully. Therefore, in the first step, you must specifically identify the behavior 
based on its characteristics. Pinpointing what the student does and says is vital because it 
will allow you to proceed through the process of changing the unacceptable behavior to 
acceptable behavior. It helps you avoid making generalizations about behavior and helps 
you zero in on the exact behavior you want to change. Once you get a clear picture of 
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\vhat you are dealing with. it will be easier to describe the specific behavior to the student 
and colleagues. 
EFFECTS: Cnderstanding the effects of the behavior is another vital part of your 
preparation for dealing with that behavior. It is important to be able to point out how the 
behavior actually affects the teacher. classmates and/or the learning environment in the 
classroom To suggest any solutions, without first identifying which areas the behavior is 
affecting, is useless If you first take the time to observe the effects of the behavior in 
question, you'll find it much easier to pursue workable solutions designed to bring about 
positive and constnictive change. It should be noted that a student's behavior often 
affects only the teacher. If the student's behavior prevents the teacher from teaching, 
some changes in the behavior are necessary Recognizing that the behavior affects only 
the teacher does prevent negative teacher action such as saying he or she is bothering the 
rest of the class. 
ACTIO~S: As the teacher you nmv decide methods, procedures or techniques that best 
fit each student's behavior. You may select one way to handle misbehavior and if it 
doesn't work, try another. If problem persists, WVBC is small enough that you can speak 
with your colleagues and listen to suggestions. Work the problem out together. Don't 
complain about the student. Develop solutions Your professional responsibility remains 
and you must be open to all possible solutions. 
:\HST AKES: Often our solution in the classroom is to react personally rather than 
approach the problem professionally. By not being professionally, your actions will be 
destructive to the student and the rest of the class. 
DISCIPLl:\E IS THE CHANGING OF cNACCEPTABLE BEHAVIOR TO 

ACCEPTABLE BEHAVIOR! 
Like academic content materials, our expectations of students· behavior must be taught to 
students and reviewed frequently In the teaching process, we must realize that the only 
variable we can control 100°0 of the time is our own behavior. Therefore, we must be 
willing to make the first adjustment in our efforts to help students change unacceptable 
behavior to acceptable behavior. In handling discipline problems. we must keep in mind 
our relationships with students. How we treat one student can affect our relationships 
with all students \\ie must handle all situations in a caring and professional manner, This 
can be done by keeping in mind that the causes of student misbehavior are the follO\ving: 

Attention-Power-Revenge-Self-Confidence 
Misbehaving students have not discovered a positive means of gaining attention, power 
and self-confidence. Too, they have not realized that revenge hurts only the individual 
seeking it. He! ping them discover these differences is part of our adjustment in teaching 



the appropriate behavior. It is important for all educators to be good disciplinarians 
However. effective discipline can't be achieved without understanding how student needs 
motivate students. Discipline and motivation cannot be separated 
Cut here for file********************************************************** 
Sign and date that you have read and understand the teacher's "t"s dated 1-1-15 
and will implement immediately! 

TEACHER'S SIGI\ATURE DATE 
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5-29-15( 1-16-15) NEW HIRES-AFTERWARDS- 4a-i/I 5a-d/42a-b/43/I 46a-f 
DR/FA reviev,'S with all nev,' employees, WVBC Handbook, Catalog 
and Job Description. DR must review Teacher "I"s with all teachers Quarterly Once 
handbook-146a-f,job descriptions, and signature pages are signed, they are placed in 
employee's file immediately. _C_g_pi __ ~-~ of both c1,1__l signed fonns are given to the employee 
for referencing. l\"o exceptions are made to this procedure. AR must siun Official 
Presentation-1 Sa-d signature ~ before beginning \vork DR files signature page only in 
employee file, giving Official Presentation £Ql2Y to AR. :'\ew employee information is 
completed BEFORE new employee's first dav of work. (,'Vew hire papenMrk bi 
.\Tanned to the accountant Fridai• BEFORE their first dav o{work!) \V-2 is sent to 
accountant's day employee begins work along with all new employee information 
that is needed for payroll. DR is responsible each quarter, to check teacher's pay scale 
according to~ quarter's roster for employee file. (WI 'HC keeps applicalwns 011.filef(Jr 
suhs1i111tio11 teachers and or posilion ope11i11~ (f'applica11f is q11ul{fied in file luhdeJ 
"Polential hires"' and attaches inle1Tiew notes to resume; nole 1rhy applicant was 1101 

_{int chmce. Keep inde_fimtel;) DR begins personnel file as soon as applicant is hired. 
Daily update -42a.b until ALL material has been collected and marked off of 42a,b 
First dav i.§. critical. Don't have the new emplovee sit in an office/at a desk/classroom and 
leave them. DR/FA must be prepared to spend entire week v..ith new hires, explaining 
job duties, getting them started on tasks etc. :\:Jake a plan for them and work the 
plan with them. DR meets with AR every day, training on catalog, application, 
procedure manuaL presentation and presentation book/computer first week AR needs 
to know and understand these procedures so that it is a natural function when meeting 
with prospective enrollments. When doing tasks, DR.if A needs to explains that ''this 
will be your task to do in the future" or "this is why WVBC does 
this" New staff must kno,y and understand how to anrn:er 
the telephone per procedures manual and greet visitors. (AR does not an.'>wer the 
pho11e, procedure mus! bejbllowed by stqf/) l\"ew staff is given a list of employee -s 
names, positions and extensions. DR.iF A must stress importance of all 
employees knowing and understanding all material given to them Procedure manual 
and department calendars reviewing and implementing is mandatory and :\-IUST be 
stressed. 

5-29-15(1-1-13) PRESS RELEASES 
,'\_~---D.~_W ___ ~m_pl_.oy_~-~-~---c1,rn __ _h_i.r~_Q ___ Qf i_m_p_o.D:_<l_DJ ~-Y-~.Dl~ Q~_qJr - sch o 1 arsh i p pre sen ta ti on, Di rector 
Lists etc, DR gives picture(s) and all pertinent infonnation Thursdav to CSR to do a 



press release. (/JR should rel'iew all pres.\ release.'> prior to CSR relemin;:). If 
employee has a picture they would prefer to have published, DR asks them to bring it 
in next day If they don't have a picture, CSR takes one .'\0\\/. Special awards, 
promotion, etc. are emailed by DR to CSR to write an article. CSR takes a picture and 
sends- Items concerning students are sent to local newspapers-items concerning staff 
/facultv are sent to local nev-,spapers as v.-ell as State Journal. CSR cuts articles out of 
papers, post on Director's board After one quarter CSR removes and gives to AA to have 
filed in a ''Promotion'· file in correspondence files Timeliness is important/CSR sends 
within one week to papers. 

5 

1-1-13 EMAILS-FAXES-STAFF & TEACHERS-25-60 
Teacher-homework assignments/projects/syllabus can be emailed to students . 

.'\ o tests are emailed to students. 
Staff-Emails between schools are addressed to DR DR reads and researches the 
problem/question and is able to make an educated decision, after speaking with the 
employee(s) involved (Fn:eptwn: If'hg F4 emmls l\-'J. F4 tran.~fi!rs-60 and lltormation 
on the refimds that hm·e heen pmcessed. ,VF F4 emails H)1g Its!(?{ fVl 'HFCJ 
recipielll.'>)-25 is used when faxing and a supply is kept along side of fax machine. 

8-5-15(5-7-14_ ABSENTEEISI\I-STt:DE'iTS EARLY DETECTION-44-62e-72-77 
Evening Receptionist posts attendance and emails daily attendance log- 72 to Gl\i1/ DR, 
AA, FA, AR and all Dept Heads to be rcvic\vcd cvcrv morning, dailv First \Vcck of 
class if student misses, DR calls/emails student (copy.fhr,file) reminding student 
importance of attending. (/-in/ werk-leachen .\ho11/d he contactin;.: student.\ and noffllK 
on-././ dat!;) _DR reviews student's file-44/77 comments veiifying mentors/teachers have 
attempting to speak with the student. DR speaks with teachers/mentors determining if 
there is a problem they are unable to handle. AR and Dept Heads. contacts student to 
encourage attendance and help work out their problem. DR identifies potential drops and 
takes action to encourage student not to dropout. (5i"ee !mt .\tudem leffer-62ej If student 
has not been reached after 3 days in a row, DR assigns employee responsible for opening 
the campus to call student at 7:30a.m. ~ !2.Q!! ~ thev open in the morning. DR 
reminds staff at their meeting every Friday and teachers every Tuesday of their 
responsibility to contact students when they miss. DR emails FA to place on Daily 
Report potential dropouts. If student improves during the quaner. DR notifies FA 
to remove from the Daily Report. 

3-2-15 ADVISl'iG STAFFiTEACHERS/1\IE'iTOR-PROBLE,1 SOLVING-54-77 
\Vhen student has an academic problem, student speaks with their teacher. If teacher has 
resolved the problem, teacher emails mentor and DR a -77 explaining: problem 
and end result. DR prints -77 and places in receptionist's file bin who files in student's 
file. If teacher cannot rectify problem, teacher recommends student to their mentor. 
Teacher emails student's mentor a -54 explaining student's problem and mentor contacts 
student to meet. If mentor solves the problem, -54 is completed explaining what they 
'·advised" the student and emails -54 to DR DR reviews and if problem is solved, DR 



prints for student's file and places in receptionist's file bin to file in student's file. If 
problem is not solved, mentor adds their comments to -54 and emails DR. DR reviews 
student's file and speaks with the .'vtentor personallv. If problem is worked out with DR 
and :rvtentor, a written response is attached to a copv of original -54 and all responses. 
(originals are placed in st/fdellf 'sfile) Copies of DR response and -54 
are returned to mentor. l\itentor meets with student and discusses the solution. If problem 
is not resolved, DR makes an appointment with student and mentor Friday/ 
Saturday. 
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6-29-1 5(5-13-13) CONTEST-PIZZA-STCDE'iT-)1 
Reg. day, AA posts by teacher's mailboxes who/when bulletin board is to be completed. 
Board must be directly related to each class (See Teacher's "T;s "-S11tden1 Comest) 
zml Tuesday of the quarter, class posts bulletin board. 3rd Monday of the quarter, class 
removes old bulletin board. (same procedure thereafie1). Thursday of 10th week, DR 
has staff vote on '"best" display. Thursday of 10th week after winner has been selected, 
DR emails G\'f -12 with teacher, class, number of students to be issued a check. If there 
is a tie, a drawing is held by DR same day (2 slice.; (?/'pizza per s!udent teacher 
re1111ested ff a mom111g dass. ] do1111ts per student teacher can he requested. J )/? \ 
choice.). t 1th week on Tuesday, part)' is held in student lounge during class hour for 
winner. 

6-29-15(1-1-13) WVBC-LETTERS 
All letters that are not form letters are signed by DR. If not a fom1 letter, DR must 
review before it is sent and copy made for file Once a letter is printed, an envelope, 
original letter and a copy of original letter is given to DR (All letters that are I_IQ_(.fimn 
letters are written in a pl"(~fi::ssional manner and A-1[ r'ST he dated and referenced. i.e. RJ<..": 
(what letter is in regard to 

1-1-13 CAN CELLA TIO'i/'iO SHOW/APPLICA TIONS-1 
One day after drop/add period ends AA discards all papenvork except app., -I and HS 
Trans. AA staples these 3 sheets to front of evaluation. AA-notes I\iS at top right of app. 
This is given to DR. DR/AR both determines what could have been done differently to 
assure applicant is committed to begin classes. DR re-works after 6 weeks contacting 
them asking why they changed their mind. DR tries to determine ·'real'' reason they no 
showed. DR attempts to enroll without being too pushy If they don't want to re-enroll, 
DR asks if they can call at a later date. DR writes month/year at !QQ of application and 
why they can't enroll now. If YES, DR contacts them at a later date, keeping in DR 
office. If they say NO, DR discards all documentation after checking with FA to ....._._~_r_i_fy 
no money has been posted to TAC (If money was posted to JAC. ii is kept, and FA 



places in "Out (?(\choo/" section (?f IA (' hook 1_m/_i_{ 1:_ej,_,_1_1_'1_ fJ 1_1_1_g_ij_11__ and then i.\ placed in 
.\pecial.file marked "l'v'S-Re.fimded" in Corre.\JHmdence.ft!e mom cahinet.) 
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5-27-15(6-17-14) TENTATIVE ROSTER POSTING/OFFICIAL ROSTER-32-72 

103a,b,c.d , 148a,b-REG.CARDS, 
AA posts t~:ri__t_c_1_t_i_y_~ roster \J.on_Q_<i,y oft_~_D.tb »'-~-~.k of each quarter for students to review. 
(lv'() cha11;;;es are made 11111il DR discusses with 17') AA and FA reviews OFFICIAL 
ROSTER Tuesdav of drop/add week- first thing in the 
morning, verifring Official Roster with -32/72/ l 48a/ I 03a,b,c,d-reg.cards. 

5-12-15(1-1-13) SEMI'iAR-FREE COMPL!TER-FINANCIAL AID- 102 
Free Computer Class DR writes a syllabus for a computer class covering basics of 
computer operations. '\Jo books/handouts are necessary. Free computer class is offered 
2nJ Saturday of~ month- I 0:00 am until 12 00 pm. Compensation to teacher/DR is 
S24 for I hour and 45 minute CSR sends a press release monthly-fivc_da)'S before class 
is offered to newspaper, radio and TV stations (See he/ow). This is "free'' - it is a ·'Public 
Service'' announcement (Feople calllllf;laffe11di11f;, are :VOT coumed in ·'se(f:;;;enerated 
leads'' section o(/Jaily Report lead hook.) Complete -102 as calls are received to register. 
Once class is completed, -102 place in back oflead book noting ifthev showed up. 
Before class begins, DR meets with the "class'' stating \vho they are and introduce 
teacher. Welcome them to WVBC. A ten minute break occurs half-v,,ay through the 
session AR speaks with all attendees. At end of class, AR thanks all and hands out a 
brochure. DR gives a £Q.JIT_of 102 to AR who contacts each name within one week. AR 
congratulates them on completing the class, asks how they liked the class/how they feel 
about possibly attending more classes to improve their status in life. Ask ''Do you have 
any family or friends v.:ho could benefit from training at WVBC?" If yes, AR attempts to 
make an appointment. Referrals are given to FA for lead book and shows on D/R as 
··self-generated leads'' JD! Saturdav of ma month FA seminar is off'ered to the 
general public. Sarne procedure is followed as ''free computer class" FA helps attendees 
complete a F ASF A during this time. Press Release example- "\Vest Virginia Business 
College is offering a FREE introduction to computers class/Financial Aid Seminar 
(date) 10:00 until 12:00 at the campus located at (address). ParentSIH.S. Seniors are 
welcome to attend. Call (telephone #)-reserve a seat." 

5-28-15(6/18/13) CORRESPONDE'iCE FILI'iG & I'iDEX 
All correspondence are filed by the AA first thing every morning for 15 minutes 
A correspondence file index is kept current on computer by AA listing each file 



alphabetically that is filed in- :\F fire proof file cabinet/\Vheeling locked file room. Both 
campus- If '·Correspondence" is not already listed on indexes. AA refers to DR to 
determine if a new file needs made and what to title the file. AA makes a folder and adds 
to index. Each time indexes needs to be changed, a new date is placed at top of index and 
AA fonvards index to DR//G\1/F A. DR and AA is responsible to keep files in order and 
filed properly Files should not be kept on desks longer than 24 hours. Confidentiality is 
imperative. 
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1-1-13 FILES-E,IPLOYEE- CHECKLIST-42a,b PAST CURRE:\T 
All current employees files have a -42a,b attached to front/inside cover of file. Items 
are i_n orc:l.~r .o.f -42a,b. Papenvork must be completed before first day of employment. 
Original "official transcripts'" are kept in teacher's file and must be received by end of 
the teacher's first quarter or the teacher is not re-hired. DR reviews file as employees 
leaves WVBC noting why they left. Employees that did not perform well are marked 
·'do not rehire"' and notes reason by DR. :\F-Keep current/past employees, adjunct 
teacher's files and '·do not rehire·· list in file cabinet in DR office in back of current 
emplovee files Whg same as above except past employees files are kept in file cabinet 
in correspondence file room Both campuses - yearly DR has AA call past teachers to 
verify they want to remain on \VVBC adjunct teachers list. If not interested, Print Not 
Interested in teaching on front of file. 

1-1-13 FILES-ACCESS-STt:DENT/E,IPLOYEES/CHARGES -77 
Students/employees are not permitted to ''review·· file until following is completed 

a) DR/FA-reviews file together for accuracy and completion. 
b) T AC/F AC, PRC, -77 are not shown/given to students If student \Van ts a breakdown 

of charges/payments, FA completes from 
T AC/F AC AJ..l papenvork l:i.~.l.9J1E.~ t_Q_ WVBC .<l.J:1.4 Il.QJ tQ student/emplovees. 

c) Students and employees are given copies of everything they have signed 
d) Copies wanted, must be given to DR in writing specifying what student/employee 

wants, and $2.50 is charged for each copy. Copies are not made until total is paid 
by cash/monev order. Once above is completed, DR has FA make copies within 72 
hours. FA notes on items copied- \vhat/when copies were made. 

8-6-1 < (6-22-15) FILES DR OFFICE 29a,b/41/73/85/97 /116 
1) Payroll Reports- Employee files (see File Checklist Above) 
2) '\Jo Show·· packets- Orig:inal senior lists (AR has '"copies"") 
3) Handouts for quarter (discard every other quarter) 
4) Quarterly goals from quarterly meetings 
~) 29a-Staff & Faculty evaluations by students (Discard 29a once 29b completed­

keep 29b indefinitely) 
6) Resumes (people applying for jobs) 
7) AR Daily/Weekly Report/8~-Weekly Planner/73 



8) Synopsis-Form 97 -Post/Pre-Evaluation (kept indefinitely) 
9) Form I 16-Student Body Survey-(Keep synopsis indefinitely-Discard -116 
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FILES- DROPOUT/SEATED STUDENTS -5/7/26/44/ l00a/b 

DR must email staff and facultv when a student is terminated. Teacher s marked on -44 
student has been tem1inated and tead1er no longer has to take attendance . Staff begins 
closing out student file. Official dropout files for current quarter are kept in fireproof file 
cabinet- 2nd drawer down- behind D/O section . As student drops out, FA reviews file 
verifying all required paperwo1'k is in file with proper signatures. FA runs TAC/FAC and 
Reg .cards.verifying all cha.rges and balances are accurate. Once verified, 1 00a,b are 
completed and TAC/FAC are notated following form 26 for formatting . Immediately 
after completing, TAC/FAC (if charges were lransferred to JAC.from J~ACJ, l00a,b and -
5 are stapled togetheJ· and paper clipped to the outside front of file and given to DR for 
review. If correct, DR initials and gives/scans to GM for approva l. If NOT correct, it is 
given back to FA to correct and sent back through process. GM verifies 
accuracy; if correct, GM gives to VP for a check. WHG-Check is written and given to 
DR to place in ban k bag for immediate deposit. Immediately after deposit is made for 
refunds, FA posts to form -7 and proceeds to complete refund in FAME ESP. Once 
confirmation of refund has been received from FAME it is noted on Forni 7. If refund is 
for NF then Whg FA emails notification to NF FA. If terminated/dropped student owes 
WVBC, (TAC;.\' NOT "O'' out), FA follows collection procedure. FA reviews dropout 
files at end of drop/add period, ve,ifying students who did not sign in are terminated 
and l00a/b completed . Seated students files are filed in TOP draweL 

1-1-13 FILES-PACKET-STUDENT-(79) 
FA separates files into packets once student has been termjnated per -79-(see student.file 
checklist) Everything is assembled-most current on !QQ_(NF-keeps actual degree1diploma 
for 3 momhs if !(taduate does not p;ck up-Lhese along with }ties are taken /given 10 

Wheeling when employee goes lo the other campus). Whg-FA reviews both cam puses 
files for completeness, accuracy-ready for FA "a.udif '. Files are kept in fireproof cabinet. 

3-6-15 F'ILES-FA YEARLY AUDIT 
Whg-FA files past PELL award year (July I 51 through June 30 1h) student files for 
NF/Whg . in fireproof cabinet bottom two drawers separately in alphabetical order with 
Whg in 3rd drawer and NF in 4th drawer. Once FA audit has been completed and report 
has been closed , packets are pulled verifying information is correct. .Packets are filed in 
upstairs file room and balanc.e of file in down stair's files by AA 



1-1-13 FILES-INCOMPLETE ENROLLMENT 
ff any information is still needed to complete FA .interview, the person is NOT 
considered enrolled. This applicant is not taken to DR for acceptance until all FA 
information relative to the interview is in the applicant's file. FA notifies DR what needs 
collected and FA will daily attempt to reach applicant to complete. DR bas AR follow 
up daily to with. applicant to bring in paperwork needed. 
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7-30-15 (1- l- 13) FILES-END OF OUARTER -34a,b-40a,b-72 
Friday of the last week of tbe quarter - AA places in correspondence file cabinet, items 
shown below into a file marked 1'End of Quarte r" (p 111111011th & year). 

a.Winter-(XXXX) b. Spring-(XXXX)c . Summ er-(XXXX ) d. Fa ll-(XXXX) 
Include copies of roster, Teachers Grade s & Attendance sheets - 34a,b, Teac her 
Sche dule-40a.,b, 72a , Teac hers Attendance Co ntrol Log and roster for eac h qua,ter 

1-1-13 MAIL 
All mail is opened by DR, read/initial, gives to department it references. Departments 
reads/initials and returns to DR. DR discusses with each department if correspondence 
needs a response-copy of response is attached to top of initial letter. AA files. 

1-1-14 TE-LEPHONE MESSAGES 
DR emails staff/teachers that WVBC does not relay assignments/messages to students . . 

6-30-15(6-2-15) OFFICIAL WVBC FORMS-33/35/41/44/54/58/77 /83/84/115 
Friday of break week , AA emails cu1Tent :forms listed below to all teachers to complete as 
needed.-28-Substitue Teacher; -33 Repair Order; -35 Guest Speaker Thank You; -41 
Lesson Plans; -44 Teacher Attendance/Ca!I Log; -54 Problem Solving; -77 Advising; -83 
Field Trip/Guest Speakers ; -115 Input Staff or Faculty. Teachers are responsible to 
comp\e.te all of the above form where applicable. As these forms are completed by 
teacher, teacher emails to AA who prints and files in the respective files. AA also 
verifies that form -58 is posted on DR board. Friday of break week, FA prints Form -84 
and places in teacher's mailboxes to have students complete second week of a new 
quarter and give to the FA at the end of their last class. 
5-13-15 ( 4-15-15) CSS- FREE COMPUTER-Form 2/-12 CHECK REO. 
Any NEW CSS student that has signed iu for 2nd consecutive quarters , has a minimum 
of2.0 CGPA and all balances paid in full , DR submits -12 to GM to order. Check req. 
shows students CGPA and account balance. Upon anival DR gives to IT Dept. Head 
who gives to student(s), and has them sign-2. (for student 'sfil e). RE-ENTRY­
TRANSFERstudents must complete a minimum of 52 credit hours in CSS to be 
eligible for free compute, this includes classes transferred into program following the 
credit transfer procedure in PM. Upon completion of 1st quarter and signing in 2nd 



quarter, DR reviews TAC and PRC verifying CGPA of 2. 0 and account balances are 
paid in full. -12 is completed according to same procedure as above. (Each -2 are placed 
in student '.\·.files.) 
6-2-15 (8-9-13) TELEP HO NE CALLS- PERS./STAFF/STUDS./CELLULAR/PDA 'S 
Employees are expected to refrain from excessive personal use of personal phones, 
computers and PDAs. Personal calls and any types of messaging interferes with 
employee productivity and is distracting to students and others . Emp loyees are here 
to provide value and advancement to WVBC. You are ex1>ected to limit these 
interactions during work time. Non-work time is to be used for personaJ matters . 
WVBC asks you to notify friends and family of WVBC's policy. WVBC is not liable 
for loss of personal ceJlular phones, PDAs or other personal electronic equipment 
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7-31-14 EMPLOYEE OF THE QUARTER-12-123 
Monday week of review and exams, DR detem1ines Employee of the Quarter. This 
employee is chosen based on tasks accomplished over and beyond what they 
were hired to complete. Employee must be a returning employee. Tuesday of 
review/exams week, DR completes-123- and AA completes a -12 emailing-12 and-123 
to GM. (G!vfforward~· to Cotp. Office-Copy kept.for employee.file). Once approval is 
received, DR has AA order name plate. When plate is received, it is displayed. A gift 
card is issued employee. The intention is to have name plate displayed for the next 
quarter and to have DR announce and congratulate the winner on Monday, current 
registration day. CSR will take a picture and submit for a news release in local 
newspaper and State Journal. 

5-5-15 LEAD BOOK POSTING-TELEPHONE INQUIRIES-80-a 2b 
FA/Rec. is responsible to answer the phone and is the ~erson(s) to post to lead 
book. If FA/Rec. is not available to answer phone, AA/DR answers. AR never 
answers the phone. The following is taped beside FA/Rec/AA/DR phone: 
STAFF- West Virginia Business College - How can I help you?" 
CALLER-"! need infonnation-l'm interested" (any quesH011 asked staff responds-: 
STAFF-"'May I have your name?" Say person's first name and begin completing all 
lines on 80a. After completing 80a, if AR is in, transfer the call directly to AR. If AR is 
not in FA/Rec. states, "I'll give this information to our AR who will contact you and 
answer all of your questions. Thank you for calling". FA posts immediately to 80b 
directly from 80a. 80b is given immediately/as soon as AR is in to AR. (FA Rec. has 
i.:e/1 phone d <?f AR and ·will contact the AR directly after hanging up with lead, relaying 
iuformationjrom the 80a). Lead book is always kept on FA/Rec. desk and no one has 
access to this but the FA/Rec. and AA/DR If AR needs infonnation about a lead, AR 
will get infonnation from FA/DR. Results of AR appointments/presentations are 
written by DR in lead book at the next day meeting with the DR 

5-5-15 LEAD BOOK POSTJNG-W ALK-INS-80a,80b 
As people walk in, FA/Rec. asks if they had an appointment If not ask "Did you ever 
attend W VBC?" FA/Rec. completes 80a aslci ng all questions. If AR is in office. FA/Rec. 



buzzes AR to come to lobby. Introductions are made. AR states "'I was just on my way 
out for an appointment" and makes an appointment now with the person and 
their .rnpport committee ASAP. (brochure is given 11011· hy AR) If AR is not in the 
office, FA/Rec. explains "AR is out of the office on appointments'· and follows same 
procedure as above. FA/Rec. attempts to make an appointment with applicant and asked 
them to bring with them their support committee. 80b is completed after applicant leaves 
and gives to DR who posts appointment on DR board (T,Vhen J.A Rec. is not in AA !JR 
1r1// a11swer phone and f()llmr same procedurej 

12 

2-13-13 LEAD BOOK POSTING-HIGH SCHOOL SENIORS LISTS -80a 
All senior l__i_~l~ must have the year posted at the top of the list the year senior is ~:,,;_p_~_C::J~_Q 
to graduate and name of the high school FA puts together the lead book having 5 
sections. Label sections as listed below 

1) Advertisement leads-current year-call ins for information generated by paid 
advertisement. 

2) WIA leads-brought back from WIA by AR 
3) Internet leads-DR gives directly to FA immediately after receiving to post 
4) High School leads AR brings in from career days, visits to H.S., etc. (senior list­

copies made for DR who gives to AR and originals placed in back of book.) 
5) Past years leads arc placed behind HS leads and kept until notified by' DR to 

Remove and place in ··Leads File"' in Correspondence Files. 

8-14-13 BRING A FRIE:\D DAY-S0a,b/121 
AA posts .\fonday on DR board 2rd and 6th week of each quarter-invitation to students to 
bring a friend to class on Tuesdavs of the 3rd and ?111 week. Students are asked not to 
bring guests under 16. Student is required to bring a "friend'" to DR before class. DR has 
•'friend'' sign -121/gives brochure. DR takes student/"'friend·' to student's first class­
introduce "friend'' to teacher. Teacher introduces them to the class. DR completes -80b, 
give to FA to post to 80a in lead book-place behind section !). DR contacts 
"'friend(s)" next dav to see how they liked WVBC and if they feel they could benefit 
from attending WVBC DR sets an appointment if•'friend'" is interested. 
1-1-13 VISITORS-A:\:\OUNCl:\G/SIGNl:\G IN 
As people enter the building, they must first check with the front desk person if they are 
not a current student or emplovee. They are required to sign the visitor's log and put their 
phone number on it ·visitors having an appointment are asked who the appointment is 
with and that employee is contacted to come to the front to greet them. All other visitors 
must meet with the DR Past students and employees do not have access to the building. 
They must sign in and meet with the DR. 
6-29-13(5-27-15) SllGGESTIO:\S-PROCEDcRE :VIA:\cAL/FOR'.\IS/ 

SYLLABCS/CALENDAR 
If an employee believes a change is necessary in P\tf/Forms/Syllabi/Calendars, employee 
highlights in red what is to be deleted and directly beside this, highlight in green what is 



to be added If suggestion pertains to Fed. Regs.-date and number is noted/FAME 
policy-date etc. lfan ACICS regulation, cite date and actual criteria. Employee emails 
suggestion to DR explaining whv the change is necessary If DR agrees, same dav-DR 
emails to ''other" DR. If both DR agrees, both DR emails GM within 24 hours, who 
reviews for accuracy and acceptance/denial If denied, GM emails both DRs an 
explanation. If GM agrees. GM forwards to VP within 24 hours. VP updates 
PM/fonns/syllabi/calendar on network. \\/heeling FA forwards network change to NF 
DR/FA/AA/CSR/AR, Wheeling. FA-'iotifies G,1, Wheeling DR AA/CSR/AR. Be 
sure to use the CURRE~T network when reading procedures/fonns/calendar/and 
syllabus' NO HARD COPIES ARE l\"IADE! Each dept. deletes previous item and 
uses most current. 
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1-1-13 F A,IE FOR'1S 
Before each academic year begins, F A\,!E sends campus FA updates to their F AI\.IE 
manual. These updates include new forms to be used for the upcoming academic year. 
If FA department does not receive the updated forms by ~farch of the new year, FA 
contacts F AtvtE. 
4-3-15 PAYROLL lla,b,42,43,144 
DR completes 11 a twice month] y and emails G\tf for approval If approved, G\tf emails 
Accountant, VP, and President 5 days before ~_1-h 20!.b. JDR mar need to ,·end payro/110 
GA/ one day ear/ia 1hw1 5- dept!nding 011 holidays and /oca1io11) Checks are distributes 
no earlier than 12 00/5 :45 Daily DR posts relevant notes new hires etc in payroll tile 
for adjustment to payroll-raises, hours, positions, tenninations, sick days, vacations, 
absences. tradics, etc. These notes arc posted to 11 a before submitting. If payroll falls on 
Sunday/ holiday, checks are given next work day. DR notifies GM the day employee 
leaves WVBC. GM notifies accountant. Final check is issued and mailed directh· 
to them. Complete paperwork and send to accountant before new employee goes on -
11 a. (On~v item Iha/ ma)' no/ he collected vet- official transcripts. See Form -12) DR keeps 
employee files in their office. Detailed explanation is written on -43 when employee 
leaves WVBC. After 11 a is sent to accountant by G\tl, DRs are notifies by Gl\il and DR 
prints copy for ''Payroll file" All questions concerning payroll are directed to DR. (cc 
sent to (;/1,.f rfq11eslion as 1rell as re.,ponse) 
Teacher-DR completes-43 each quarter for each teacher listing classes for the quarter bv 
name-note "'general" "speciality". Place in teacher's file. Salarv is based quarterly (see 
1 lb). List teacher name on -I la first pay period v-iith semi-monthlv salary Thereafter, 
'·rebrular pay" is written-I ! a. Once quarter is over, new -43 is completed/same procedure 
Administration- Yearly salary is noted on first pay period of employment on l la directly 
from -43 which is taken from job description Thereafter, "regular pay" is written 
All changes are noted under "'Historv ". 
\\-.-heeling- DR attaches the Payroll Transfer T\otice to the top of the 11-a. 
Hourly Employee-144 
Janitor/PT. receptionists are hourly employees and must complete 144 after each day 
worked. 144 must be signed on 1511

' and 31 '1 of the month or last working day of pay 
period. Attach -144 to back of -11 a in tile. 

4-5-13 PA YROLL-SLBSTITUTE TEACHER - 1 la-77-28 



On or before each every reg. day, teacher(s) give a name and phone# of a substitute 
teacher who meet requirements to teach at WVBC. DR emails list of names and 
telephone numbers to all teachers. Teacher(s) email/gives -28 to DR before/ same day 
they are to be absent. Substitute reports to DR to pick up lesson plans etc. DR places -28 
in teacher's file. DR "notes" on form -1 la " substitute/date ' ' . (Teacher is responsible 
to pav sub. for their service.) If no prior arrangements were made, a written 
repriman d on -77 goes in teacher 's file. Absent teacher's class(es) are cancelled . Absent 
teacher does not get paid for class( es). If DR gets a substitute from current teachers , 
DR adds amount to -1 la, paying sub. instead of regular teacher. Next quarter, absences 
are taken into consideration for rehiring. (DR speaks· with sub.e teachers asking if they 
are interested in teaching on a regular basis in the.firture {/'needed) 
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1-1-13 POSTAGE-12 
Whg- Postage-kept in FA office. N'F-. FA office . DR sends -12 when stamps are low 
and DR forwards to VP. (VP not[fies DR when check is sent. DR acknowledges receipt.) 

6-30-15 (5-13-15) NO PURCHASE IS MA'DE WITHOUT PRIOR WRITTEN -
APPROVAL BY DIRECTOR AND GENERAL 1'1ANAGER- SIGNED & DATED 
-12 M:UST BE ATTACHED TO INVOICE! (a minimum of 3 different business 
quarterly MUST be conttlctetl (or best prices for item .-. needed!) Order is then DI aced. 

ORD ERIN G 1'1EDICAL/LEGAL SUPPLIES/INVENTORY 
Check Req-12/W.A.R.22/FA Spread Sheet-98 

Monday-lo!.!! week of quarter-AA reviews Whg-22 , 98 and NF -22 determining how 
many legal/medical supplies will be needed for next quarter. AA completes -12 
(taxes/shipping etc must he included 011 -12) and prints hard copy (separate -12 for each 
campus), gives -12 to GM. GM signs/dates -12 if approves and gives both to Whg AA 
to place an order for medical/legal supplies from approved -12. (Red Cross supplies are 
ordered wiJh school's credit card from VP.) Whg. AA orders each campus separately and 
ships items to each campus directly (if there is 110 extra charge. If there is a separate 
charge, all is shipped to Wheeling and same day they arrive, AA packs up and sends· to 
NF.) Once all supplies are received, NF AA emails Whg AA what was received. If more 
supplies are needed, day after drop/add period AA at NF and Whg. follows same 
procedure and SECOND ORDER IS PLACED! After ill supplies are received, and 
invoices are received , AA attaches/scans approved -12 to GM to pay invoice(s) for all 
orders. (Inventory kept.for all supplies 011 hand and locked in secure area in Whg-:file 
room-NF DR office. 

ORDERINGJANITORAL SUPPLIES/INVENTORY-12 check req.-39 quart.order 
~Ionday 1olli week of quarter-AAS requests from Janitor what is needed for next 
quarter. (AA need,;; to be making a running list throughout the quarter ~f what items may 
be neededfhr the next quarter .) AA must have a completed and Hccurate inventory of 
supplies on hand at end of each quarter. AA meets with janitor 10th week of quarter 
determining what is needed for next quarter based on most current inventory. AA 
completes -39(See above procedure) based on inventory and need. AA gives -12 and -39 



to DR and if approved , DR signs/dates -39/-12 and sends to GM. (ff check is necessary 
AA so 110/es on-12-all costs including tax, shipping etc. must he on -39! I 2) 
When approved signed/dated -39 and/or -12 is received by AA from GM, AA places the 
order. As invoices are received and stamped for payment, approved -12 is attached/ 
scanned to back of invoice. 

ORDERING OFFICE SUPPLIES-39 QUARTERLY ORDERS/SUPPLIES/ 
CNVENTORY -12 check reg. 

1\1ondav 1olli week of guarter-AAs comple te an inventorv of what is on hand as of the 
10th week of each quarter. AA completes -39. (See above pro cedure) Through-out the 
quarter, staff must be informing the AA of items they may need for next quarter. AA 
keeps a running list of items expected to be needed. (see above procedure) 
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ORDERING CLASSROOM SUPPLIES/INVENTORY-12 Chk.Reg/-39 Otr.Order 
AA and Dept Heads meet and complete ONE- 39/ 12 and prints a hard copy. (See above 
pro cedure-AAID.H). AA gives -39/12 to DR and if DR approves, DR signs and dates -
scans to GM for approval. GM gives/scans -39/-12 to AA to order approved supplies. 

ORDERING BOOKS-REGULAR START 
AA orders books Thursday, last day of each quarter for next quarter. Total each class 
(day/nif(ht)- take 80%_of each total-then order (Do not order/or potential dropouts. 
Check PRC hook.for PDO) A second orderis placed day after registration dayJ rd 

and final order is J>laced day after drop/add period. U)R reviews on lvfonday -9th week 
quarterly verifying books on -120 are still being published ) If needing change, new 
book(s) must be reviewed decided upon and syllabi completed. Suggestion is sent to VP 
to update syllabi and -120. 

4-15-15 INVOICES-APPROV.12/QUARTERLY ORDER-39/CHART OF ACCT-81 
When -39 is NOT approved, DR submits a new -39 and -12. Supplies are ordered 11th 

week of each quarter. All supplies are locked in secure supply room and AA keeps an 
inventory. AA is responsible to distribute all supplies to students, Dept Heads, janitor 
and office. AA stamps invoices only if fillsupplies are received. (If everything 011 order 
is not received-AA contact s company immediat ely.) AA writes account# on invoice 
stamp (adding OJ ft,r Whg and 02 for NF) ~ day invoices fil received, gives to DR 
with approved -12 to initial/date/and check correct account number is posted fil!..!!!! day. 
DR scans/gives to VP for payment. 

1-1-13 EVALUATION-NEW STAFF AND TEACHER-77 
After first 6 weeks , DR determines if a new emplo yee should be kept. It is mandatory 
that DR evaluates new staff/teache r during sixth week on Tuesday as well as eighth 



week on Thursday. -77 is placed in their file. \.1edical teacher-DR rn_y __ ~t y_t;:_r_ify students 
are !\OT practicing on each other when drawing blood/give shots. 
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1-1-13 E\'ALLATIO:\S-STAFF AND TEACHER-BY STLDENTS-29a,b-77 
\fonday of 81 week of qtr., DR gives each teachers-29a and has student in their 10 00 
a.m./7 20 p m class complete 29a Teach er emphasizes if student wants "suggestion., 
considered, they must si,m evaluation J'\o signature on 29a, it is assumed student is not 
serious. 'Jo consideration is given to evaluation. DR asks teachers not to discuss 
evaluation in classroom Teacher collects and a student takes to AA. DR 
reviews same dav Negative comments-DR speaks with student and teacher if 
appropriate-addressing concerns DR completes -77 immediately for file and copy sent 
to G\1/Pres Student is assured no repercussions will occur. DR keeps 29a in DR office 
until new C.E P is completed. Once comments are addressed, DR completes -29b-copy 
sent to GI\! and President to update CEP Once 29b is completed, discard-29a -29b is 
kept in DR's office in ''CEP'' file 

1-1-13 CRIME and SECURITY POLICY-3/la,h-161/a-g 
DRU(,'-ALCOHOL-SUBSTANCE ABUSE PREVENTION POLICY 16/a-l 

DR revie\VS l 60-a-g everv vear in Januarv and sends letters to local !av.· enforcement 
30a,b along with Form l 60g by registered mail explaining and requesting the infonnation 
required by the Jean Cleary Act by February 28. Policy and statistics are posted in 
a common area of the school and in the school catalog. NF-compiles their stats and 
sends to Wheeling FA who compiles c1ime stats. \Vhg. submits each campus results on 
line at hllp: sun·evs.ope.ed.gm· /-,J,J'URJJY. Jhis J-JU5,'Tbe completed annually 
by APRIL I h!' Whg. FA. Confirmation printout i~·_filed in •'Crime Stats" in 
Corre.'ipondence_file. Form l 6 l a-1 Drug Prevention policy is reviewed biannually at the 
end of all even years by FA and DR Changes are submitted to corporate for updating the 
procedures manual 16la-l is posted in a common place of the school. 

11-13-14 PERSONAL EXPE:\SE REQ~ E,'IPLOYEE - 10 
ALL expenses must be ~-approved by DR before they occur. DR must 
get prior written approval from G~J. ;'-Jo one has prior approval unless in w1iting. 
A personal expense requisition is completed and receipt attached to -10. Jfno receipt is 
:\OT attached, JJ_Q r.t::_i_rn_b__µ_r_~_t::m.t::.IJ.t. .. occurs. J\,Jileage is paid from college site 



to destination site and batk to college site when employees are required to attend 
meetings called by corporate. (receipt mlfst he attached). 

J-2-15 BOOKS-RETURN -19 
Friday-end of drop/add week, AA packs up ALL books that are being returned except 
"l'viice and \-ten'" and LC Complete -19 AA contacts book companies to request 
"return'' postage stamp to return not needed books. AA completes a -19 showing the cost 
of the books from the most recent -120 (he sure to take the discount c?ffthe expected 
price shown on the im'oice) AA emails -19 to (j/1,J_ When invoices are received, AA 
verifies receipt of all items on invoice (hy re;'iewing packing lists that came with hooks 
with im·oicc), AA stamps and put Acct# and amt of invoice. signifying all has been 
received. DR reviev-,s and initials. This is given/scanned immediately to GI'vl for payment. 
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J-9-15 QLARTERLY PROJECTION SHEET- 72177/86 
FA completes the -86 :\-1O:\DA Y-FIRST DAY OF 1oili WEEK! All students expected 
to return names are listed alphabetically from current attendance log-72 which matches 
PRC/TAC books. For any student in default, place an * beside their name to indicate 
monies not expected to be received in current quarter. (J-A a11J AA must t'l.!rUj: acc:11mcy 
(?f'hO!h hooks RO!h mus! 111a1c:h A11enda11c:e log and Reg cards.) FA reviews -86 and adds 
alphabetically all l\EW and REE/\TRIES that have COMPLETED FA A'iD HA VE 
BEE:\ ACCEPTED IN WRITING ON APPLICA TIO:\ BY DR. (FA checks 
spreadsheet dai/r and mids to new-72 afphaheticalfr. Reminder-A/,/,, mone)' is due 
FIRST dav o(the quarter UNLESS FA coven EVERYTHING (or that quarter)! If 
FA does not cover everything, FA posts on TAC, monthly payment structure. FIRST 
~1O:\DAY OF EACH :1,JO'iTH l'i EQUAL PAYME'iTS I'i ORDER TO "O" OUT 
TAC/F AC FOR THAT Ql"ARTER! Post date payments are due. FA notifies DR if 
student does not pay and DR notifies teachers to send student immediatelv out of class 
Once satisfactory arrangements have been made, FA completes -77 and notes on TAC 
Once arrangements are made, FA notifies DR and DR notifies teachers student can attend 
classes.(( 'op:v (}f8fi is email to (ji\f) 

1-1-1) WEB PAGE-WVBC 
IfDRs receives information/hears of items of interest that should go on Web page, DRs 
reviews for appropriateness, accuracy and sends infonnation/pictures to \Vhg. DR 
showing event and names of participants. Pictures must be clear. close !!I'. and individuals 
must project a professional appearance. If pictures of staff/teacher are sent, 
DR lists names, titles and event. Student names and program is listed CSR takes pictures 
at g:raduation to give/send to \Vhg. DR for Web Page. Press release with picture(s) are 
sent. (See Fress Release) CSR forms a working relationship \Vith the paper's staff 
CSR visits graduate's place of emplovment, takes a picture to post in lobby, lists place 
of employment. WEB 1u1ge!; are updated quarterly by JJ1tg. DR Both DRs review 
weekly WEB page verifying/ suggesting to add/delete items Some items that can go on 
Web pages: 

a "Director's List"- each quarter-put student's picture and list name-GPA 



5-3-14 

b. Employee of the quarter-put picture, name and quarter 
c All press releases-new hires, graduates, 
d. Graduation-special awards-picture, name and award, graduates with names 
e. Student council pictures of officers and names 
f Alumni association - pictures of officers and names 
g. Guest speakers names and picture 
h. All noteworthy items letting public know about happenings at \VVBC­

weddings, promotions. babies etc. Items showing WVBC staff, 
faculty/students/mentors as a happy, dynamic place to go. Pictures where 
graduates are currently working legitimizes placement 

FOOD-DRINK-S11OKING 
Break week-Tuesday DR posts sign on all classrooms/library doors stating ":\o Food or 
Drink Permitted In Classroom at any time". 
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5-5-14 CLASSROOM MAINTE'iA'iCE-TEACHERS-77 
Teachers are responsible to monitor students, not pennitting them to bring food /drink in 
classrooms Teacher directs student to the lounge to discard items. Student lounge is 
only place food/drink can be consumed. If student is late because they were sent to the 
lounge to discard items. they are marked absent per teacher's timeline If teachers do 
not enforce the policy, DR speaks to them noting in their personnel file -77 All cell 
phones must be turned off in classrooms. No Exceptions! 

1-l - l 3 DRESS CODE STt:DENTS-77 
If students enter class with unsuitable clothing per school catalog, teacher must send 
student to DR This includes medical dress code. DR speaks to student about WVBC 
dress code and ifit happens again, student is sent home and marked absent. -77 must be 
written by teacher and DR. If it happens again. student may be dismissed Head 
coverings/hats are not permitted in the class. If teachers do not adhere to policies and DR 
see students in a classroom vii th inappropriate dress, DR speaks with teacher and writes a 
-77 for teacher's file. 

1- l - l 3 DRESS-UP DAY 
Medical Students do not participate in dress-up day, they have their unifonns on all the 
time. Teachers promote dress-up day for individual class each week. Students get ''extra 
credit" if they dress up. If teachers work together. each dress up day will be a different 
day. i e. Dav- l\fonday is dress-up day for all classes for one/two teachers; Tuesday is a 
dress-up day for one/two different teacher; Thursday is a dress-up day for one/two 
different teachers, Wednesday no dress-up day l\ight-Monday is dress-up day for 
one/two teachers; Thursday is dress-up day for one/two teachers; Tuesday no dress-up 
day. Students \vould be more '·professional looking'' on 2 out of3 night classes and 3 out 
of 4 day classes. DR stresses this with all teachers at teachers meetings. 

1-1-13 SEMI'iAR-CONSTITt:TIO'i & CITIZENSHIP DA Y-77 
Tuesday-2 nd week in September, WVBC, WVBC holds one assembly commemorating 
'·Constitution/Citizenship Day" DR organizes assembly for ill students/teachers at 11 00 



class/day-7:20 evening. Classes are shortened by DR. Attendance is mandatory by 
teachers and students. Teachers are required to take attendance. Legal teachers/guest 
speakers speak about the Constitution DR and teachers do not announce this seminar 
until the day of the seminar. DR must write a -77 and keep in correspondence file yearly 
under .. Constitution Day'·. 

5-29-15(2-1-13) COLLEGE SEMINAR-ARTICULATION AGREEME'iT(S) 
During final quarter before student is to graduate, CSR notifies DR that on Tuesday 
during the 8th week, that arrnngements have been made for the .. seniors'· to attend a 
seminar on \VVBC campus with college(s) that WVBC has an articulation agreement 
with-cuJTent Salem University. Onlv current quarter '·expected to \;Haduate'' students 
attend. CSR organizes so that day students attend AFTER classes and evening students 
attend BEFORE classes begin 
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2-1-13 INPUT TEACHERS-115 
DR emails blank -115 to fill teachers quarterly for teachers to utilize in submitting a 
change/suggestion concerning curriculum/books/syllabus. Teacher completes and email 
to DR on Monday of the 6111 week and l\.'londay of the 10111 week. DR prints copy of -115, 
reviews and emails the ··other" campus getting their opinion Once both DRs agree on 
the change, DR who originally received the -115 responds by email to the teacher 
submitting the -115. Original -115 that both DR have agreed to. is emailed to GYt for 
otlicial change in PrvI, forms, syllabi, curriculum with DR ·s comments on the original -
11 S Once DR receives response from G\1 stating no-DR responds by' email to teacher 
submitting the -115 and also a copy is sent to the .. other" DR If approved, original DR 
sending procedure is emailed that a new procedure will be sent to each DR depicting 
change as soon as it is to go into effect. The DR who sent the .. original .. -115 will 
respond to the teacher. All emails are attached. corporate email on top of -115 and filed in 
correspondence file "Input-T eachers-115'. t\o change can occur until GM approves the 
original Input. 

1-1-13 REPAIR ORDER EQUIPMENT/CLASSROO:VI-12-33 
When equipment needs repaired during or end of quarter quarter. teacher emails DR -33 
same day >lo note ifi placed on machine. DR verifies repair is needed :rvionday of 
break-v.:eek and has AA contact local businesses for an estimate. AA submits 12 and 33 
same day to DR noting \vhat needs repaired/estimated cost. DR reviews \Vith G\·1 and if 
approved. places a note on '·Equipment Inventory'' Once repaired. AA 
posts date repaired, what was repaired. cost. 

1-1-13 LOCKERS 
Tuesday of break-week, AA posts in student lounge, library, FA board and DR board a 
notice infonning students they must empty lockers of all personal items at end of every 
quarter. Locks are removed and lockers emptied during break week. Staff discards 
contents.AA emails teachers Monday of 11th week to announce this during classes 

1-1-13 INCIDE'iTS-8 



If someone falls/has a physical/verbal altercation etc., all staff and facult!' observing 
incident must have all witnesses complete -8 DR reviews and verifies all witnesses to 
the episode have completed-8 File in '·Incident" file in the correspondence file cabinet 

1-1-13 ARTICULATIO'.\ AGREEMENTS 
If an articulation agreement with another college and WVBC is to be made. DR is 
required to get written approval from President for file and the following: 

a) Letter of Intent-both institutions specifying numbers and titles of courses to be 
articulated (('on1pariso11 courses-o~jecti1·es c?fseco,1dwy po.st secondwy courses 
H'ith sip1ed agreement.ft·om hoth institutions.) 

b) \Vritten description of standards for acceptable transfer of credit. 
c) Credits appear on secondary/post secondary transcripts 
d) Agreement must be for a minimum of 5 years 
e) DR signs agreement/Copies must be kept at both campuses. 
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7-15-13 GL:EST SPEAKERS/FIELD TRIPS-83 
One field trip and guest speaker is required each quarter for each class. Trips and guest 
speakers must be relevant to the class and supervised by the teacher. Attendance is taken 
and only allotted class time is used. Teacher emails-83 to DR 48 hours before it is to 
occur and DR emails approval/denial -83 is filed in .. Field Trip/Guest Speaker" file in 
correspondence file cabinet. Keep for past two years and purge the older ones. 

Teachers are responsible to ltm•e students dre!l-.\· professionalfr when going on a 
field trip! These are future emplorer.\' of WV/JC student. (see lesson plam) 

1-1-13 WVBC DAY 
DR notifies teachers on Thursday ofth~ week of classes that \fonday of the 5111 week 
is WVBC Day- student can dress down without penalty WVBC day is celebrated 
l\fonday of the fifth week each quarter. Shoes must be worn at all times. 

1-1-13 CONTACTING '.\EW AND RE-ENTRY STL:DE'.\TS 
)fondav, break week, FA calls new and re-entry students verifying they are attending 
Registration FA speaks only with student and ill! messages are left. If student states 
they "changed their mind", FA notifies DR. AR calls student to determine reason 
they changed their mind and if AR can·t convince them to start, AR infonns DR. DR 
contacts the applicant asking if"did AR answer all their questions satisfactorily'· and 
If there is anyihing the DR can help them with. If applicant still cancels, DR notes on top 
right side of the application :"J/S and what student stated in regarding to not starting. 
Friday, break week, AR contacts all their students to determine if they need anything. If 
a student states, "I changed my mind" AR must follow the same procedure listed 
above Fridav. DR calls all re-entries. Monday. break week, DR calls all potential 
dropouts. 

7-2-15(3-3-15) DEFINITIO'.\-NO SHOW-CA'.\CELLA TI0'.\-1-32 
:\"o Show-:"James listed on spreadsheet that have completed FA and did not sign-in on 
32, are a :\"o Show. If applicant signs in at reg. but does not attend a cl_ass, they are a 
:\"o show. (lhese s1uden1s are chmgeJfbr reg Jay.)\Vhen a person on spreadsheet calls 



in and cancels, they are <_1_l_~ _ _Q __ considered a No Show. (See procedure for 1Vo S/ww_files 
kept by DR). If money was collected for the NS, it :\-IUST be refunded. noted on 
TAC, Check# and :\F-send to Whg FA:W-WHG-put NF and Whg TAC in packet 
files. 

5-18-15 (1-1-13) DEFINITIO:\-APPLICANT-1 
A completed application/-1.F A appointment/completed procedure to get a FSA ID. 

1-1-13 DEF IN IT IO :\-E:\ RO LLI\IENT 
Completed an application/-!. FA appointment completed. applicant accepted by Director 
1-1-13 DEFl:\ITION-DROPOl!T 

Dropout-anyone who attended WVBC and no longer attends If a student attended last 
quarter and signs in and attends at least one class, they are a dropout for current 
quarter and charged accordingly. If a "returning'' student from last quarter does not sign 
in, student is considered a dropout for the last quarter. 
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1-1-13 DEFINITIO:\-RE-ENROLLI\IE:\T/RE-ENTRY 

A [!-enrollment/[!-entry is a student that attended WVBC previously and left. Once 
they sign a new contract and start classes at WVBC they are a re-enrollment/re-entrv. 

1-l - l 3 DEFINITIO:\ -GRADUATE 
A graduate is a student who completed all requirements ofWVBC to receive their 
diploma/degree per catalog (verify 2.0 CGPA). 

2-l-13 DEFINITIO:\ -EXCUSED ABSENCE 
An Excused Absence -means student can make up work if teacher's policy states this but 
student is still marked absent. NO EXCEPTIO~S TO THIS POLICY!!! 

2-l-13 DEFINITIO'i COMPLETER-62f 
Ifa CGPA of2.0 is not achieved, student is not a graduate. This is a completer. 
All completers are included in the C.A.R.to ACICS and must_be given job placement 
assistance. DR contacts completer during break week explaining how they can graduate. 
DR explains 2 0 is required to receive a diploma/degree They must return and repeat 
enough classes to bring up their CGPA DR explains no tuition is charged but a book may 
have to be purchased. A 62f is given to student and copy placed in their file. ~o FA can 
be collected for this quarter 

2-1-13 CONTACTING-NO SHOW-CA:\CELLATION 
Monday, of the 4th weeks after the start, DR contacts no shows/cancellations to attempt 
to re-enroll. "Jew application is completed and applicant goes through FA interview 
again 

3-1-14 INDEPENDE:\T STl:DY/APPLICA TIO:\-23-40a,b 
There are no class substitutions. DR asks a teacher who is qualified, if they agree to 
teach an IS class. If teacher agrees, DR and teachers must insure I.S course is 
a significant learning experience for students Teacher must give to the DR, first day of 



the quarter, a written schedule showing how they intend to cover the current syllabi 
Teacher must provide the DR and student with sufficient and appropriate course activities 
to fulfill the course description/objectives. Student must complete all assignments. 
Class is designated as an I.Son 40a,b A-23 is completed for each I.S. class attempted. 
Student purchases necessary books/supplies. ~fost current syllabus is used. !\'lid-term and 
final grades are mandatory Teacher salary is 1 

l their normal rate. 

8-5-1<(3-18-13) TEACHER TEXTBOOKS/SCHEDULE-40A,B 
Teachers receive their books, syllabi for each class they are to teach next quarter as soon 
as available. AA prints a 40a,b Friday-break week-class name, room number, amount 
of students in each class and teacher's name. Copy of final updated -40a,b is posted on 
DR board, one is given to DR one is emailed to G\.1 and one is posted in the lobby ("\ro 
other copies are made). 

1-1-13 
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RETE'iTION 
REPRESENTATIVE ASSESS~IE'iT-1/77-BREAKDOW'i-124 

First question an AR must ask applicant is listed on -1 AR writes answer in front of 
applicant. Do not accept "To get a job", AR must dig deeper asking ''\\·'hat do you 
expect from college')" ~ o exceptions to this procedure! DR reminds AR the more 
they listen to applicant, more information AR gets to complete -1. This helps DR, staff 
and faculty help retain students. At teacher's meeting, second Tuesda\· after start date, 
(day and night) AR meets \Vith DR and teachers and reviews I AR gives 
their impression of student from conversations they had with them This helps staff and 
faculty better understand students. This is an open discussion. AR mentions positive 
things they noticed during interview as well as negative comments. Thursday, last week 
of the quarter. DR completes ----124 and during break week DR reviews to determine if 
anything could have been done quicker or better by teachers/administration to help 
student stay in school based on -1 DR does not v,Tite on-124 ''lost contact with student'" 
DR and teachers need ''real reason" student dropped. After reviewing all -77, DR must 
place on-124, if each dept. addressed original problem(s) noted on-1 DR posts what 
each did to ''help" student overcome original problem(s) DR writes an opinion as to why 
student actually dropped out. DR reviews to see if -1 could have helped WVBC work 
with student. If-] has statements on it and no-77 have addressed these statements, than 
staff/faculty did not done their job After one month of student 
dropping, DR contacts student askinu if problem has been resolve and if 
they would consider returninu. 

1-1-13 RETE'iTIO'i-MOTIVATING STUDENTS 
During 3rd and j_th week of quarter, Tuesday teachers meetings, DR speaks about 
motivating students- how teachers help improve retention \Veekly meetings on Fridavs, 
discuss how evervone helps improve retention Below are ways all employees can help 
I.Everyone must approach students when problems are recognized. Don't wait for them t 
to come to you. They won't until it is too l_ate. Be aware always Report this to mentors/ 
teachers/staff Don't ignore them because they appear to have a problem Get involved I 



2.Staff/facult)' must avoid discussing school problems/personal problems with students 
Don't be an authority on everything_ DR has a list of agencies that are able to help. 
3.Take every opp01iunity to talk to students, encourage and listen to them 
4.:\1ake every effort to work with students to find solutions to their problems. 
5.Be positive-actions must reflect confidence/commitment to goals ofWVBC 
6.Consider this- loss of one student represents a reduction of revenue-less employees 
7.Staff and teachers must have "student oriented" philosophy. 
8.Staff/teachers must help relieve students of personal problems by teaching effective 
thinking skills to cope/deal with problems, managing changes and building self-esteem. 
9. Teachers must deliver material with eff'ective academic skill,techniques and methods. 
DR must help staff and facultv motivate students to stay in school. Most important task 
staff has is building up student's morale. Self-confidence is an important factor to 
student's success. Success in daily tasks usually leads to continued interest. Students 
need encouragement to begin using skills they learned, now-not just after they graduate. 
Staff must always be enthusiastic, energetic, flexible and must display a g~_t:1_µ_i_n.~. ~_c_1_6__t:1_g 
interest in students. Don't just say you care-show it. "Actions speak louder than words" 

22 
5-8-13 SPECIAL QUZ -41 
All teachers give a '·class participation" quiz on the black board Monday every week in 
eaeh class (cxcep1fln1 a11J las! \\'1:!Ck r?f'q11at1er) beginning 2"u week and ending 11th 

week. Two questions are asked, based on previous Thursday's class Teacher writes 
··QUIZ'' on the board and writes two questions ... Did we cover the entire chapter 
Thursday 0 "/ .. Did we have a test Thursday 0 ''/"Was homework assigned?'' etc. :\'o make­
up is permitted Student earns a O if student is absent Grade is averaged into final 
grades This is a pass/fail test Absence on Monday has student earning an '"F'' on quiz 
Quiz must be easy enough to motivate students to attend class on Thursday and \.fonday 
to earn an .. A'' and help biing up their grade. This is how students earn extra credit. (/JR 
verUies tmcher Jo this by periodically checkin:: and 1·er{f5,, it is noted on lesson plan) 

6-24-1 J RETE:\TIO:\ SE~ll:\AR-CSR-77 
DR works with CSR to obtain a guest speaker for this Seminar. Prominent people in the 

community are asked to speak. CSR explains to guest speaker ahead of time, WVBC's 
philosophy Why WVBC feels attitude and attendance and professionalism is so 
important. Speaker will inform students on what to expect in the business/medical/legal 
community. Explain how graduates must be prepared to '·sell themselves·· to the 
prospective employer. DR meets with guest speaker before seminar and explains why 
\VVBC is different from other colleges. DR reviews schedule and lesson plans to 
determine what time maj 01ity of students are to be in classes Seminar is held th week of 
the quarter on :\1onday CSR and DR write a -77 for the file on who the speaker will be, 
when it \.\lill be held and what is to be covered. Once this is completed, DR emails all 
teachers Thursday before seminar is to be held notifying them of the seminar. Teacher 
does not announce to students until the time of the seminar and teacher will take their 
students to the seminar. All teachers and students must attend that are schedule to be in 
the class at that time. DR places a -77 in .. absent" teachers file if teacher does not stay 
(note on payroll). All absent students will be marked absent by teachers. 



4-3-15 :\EW QUARTER DATES A:\D TIME 
AA checks catalog and types up a next quarter stait date and times for 
evening and day students. Post on Director board in large letters on Tuesday 
of the I 0th week 

6-24-13 
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RETE:\TIO:\-EVERYONE 
\Vith DR/AR/AA/FA help, student stays in school. During first month of school, AR 
gives special attention to all seated students. All must help them feel like they belong and 
are cared about. Throughout the time student is attending WVBC AR seeks out students 
and sees how they are doing. Happy students give referrals 

RETENTION-WHOSE .JOB IS IT TO PREVE:\T THE FOLLOWl:\G? 
Dropouts 

2. Positive l\Iental Attitude 
3 Lack of strategic planning 
4. Poor reputation 
5. Lack of profit 
6. Poor curriculum and programs of study 
7. l\o continuous faculty and staff improvement process 
8. Inadequate teacher training skills (poor methods, etc.) 
I. Graduates not getting jobs 
2. Poor recruitment 
3 Lack of community support 
4. High student default rates 
S Licensing and accreditation non-compliance 
6. Poor internal communications 

Everyone 
Everyone 
Everyone 
Everyone 
Everyone 
Director/Teachers 
Teachers 
Director/Teachers 
Everyone 
Everyone 
Everyone 
Everyone 
Everyone 
Everyone 

7. Employees not understanding school is a business Director 
8 Lack of team work Everyone 

DR is the ·'team"' leader. Everything each "player'· does effects students, potential 
students and potential employers. If just one employee is not part of the "team'', ··game'' 
will be lost. As DR hires new employees. first consideration must be "Will this person 
work well with our "team" and do thev meet our standards') 

1-1-13 ,IEETING-ADVISORY BOARD -IO 



DR makes arrangements 1st Monday in July and November for an Advisory board 
meeting to be held on last Friday in the month. DRJGM and AA attend with members. 
This is held at a restaurant close to the school. DR contacts members to invite them to a 
luncheon and set a date. DR/GM holds meetings. If board member frequently cannot 
attend , DR is responsible to find a replacement. Members should include , doctors , 
lawyers, accountants, medical and professional business people who can contribute to 
WVBC programs. WVBC pays for luncheon. (No alcohol) DR is reimbursed per 
Personal Expense Form-IO. Ask for input as to how/if we should change our programs to 
fit community ' s needs. Minutes are taken by AA and typed. Copy is kept for file marked 
"'Advisory Board Minutes".~ is e-mailed to ''other" campus DR, Pres., VP, GM and 
board members. Minutes must be accurate, neatly written and informative. Spell 
check MUST be used before sending. 
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9-11-14 MEETINGS- STAFF MANDATORY -68b/72-WEEKLY 
Weekly Staff Meetings-DR holds a meeting every (NF-Wednesday-2:00 until 3:00 
weekly) (Wheeling-Friday of each week at 10:00until11:00 . AA, CSR , FA/AR must 
attend. During meeting, DR reviews -68b with each staff member. -72 is reviewed and 
potential dropouts are identified. (cc: minutes to Pres / VP/GM) 

7-16-15 (9-11-14) MEETING- OUARTERL Y STAFF PLANNING 
Monday of the 1 ttl!. week of each quarter AA/FA/CSR/ AR emails their in-depth 
plan/goals for upcoming quarter to DR. Plans and Goals are to include how they will be 
accomplished. (DR will help each person set their goals be.fore the meeting !f 11ecessa1y). 
DR emails these to GM with their own plans/goals the same day. DR holds a quarterly 
meeting on Friday of the 12tl!. week of a quarter at l 0:00 am until 2:00 pm. DR,AA, 
FA, CSR, AR, must 
attend. Only accepted absence is hospitalization or death. Accepted Absence applies 
to immediate family onlv and must be cleared through DR before meeting. DR 
is required to note in employee file absence and is considered for future employment. 
This is planning/brainstorming with all being involved for the up-comin g quarter .. 
Everyone must participate. No extensions are to be granted. 
DR follows up continuously ensuring each department follow their calendar and achieves 
their goals. Quarterly plans for the past two years are kept in DR office in a file marked 
''Quarterly Goals " . (Quarterly goals are ema;l to Pres./VP) 

8-5-15(1-26-15) l\IEETING-WEEKL Y TEACHER'S- 68a-GOAL SETTING 
See Te11cher T's "TEACHER's MEETING-Page 4i - Form 6811. (Copies of minutes 
to GA4fbrfiling in Corre,\]J011de11ce Files) 

8-5-15-(8-4-15) MEETING-DEPARTMENT BEADS 



Every other Monday morning at 8:00, DR meets with day department heads . Every other 
Monday evening at 5:30 DR meets with eveni ng department heads . Minutes are sent to 
GM for filing in Correspo ndence files. (See Page 45c "DEPARTMENT HEADS ") 

8-4-15 MEETING -.MORNING -AR WITH DR 
AR posts on DR board up-coming presentations etc . (See Page I "Appointment Board) 

8-4-15 MEETING WITH NEW APPLICANTS-FA APPOINTMENTS 
FA posts on FA board up-coming FA appointments etc . (See Page l "Appointment 
Board") 

8-4-15 MEETING - APPOINTMENT FOR HIRING NEW EMPLOYEES 
FA and DR make appointments after 1 :00 with prospective employees (See Pagel 
"Appointment Setting-FA/DR ") 
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4-6-15 EVALUATING TEACHERS QUARTERLY-DR-27 
DR MUST evaluate at least once a quarter, each faculty member in each class 
beginning Monday 3rd week of each quarter. DR reviews -27 with each teacher within 
a week of -27 being completed. All evaluations become a permanent part of a teachers 
file . DR will evaluate again if it is necessary to improve on methods , motivation , 
professionalism, etc .. When a teacher is rated with a "5" , DR is stating "there is no room 
for improvement ". "5" rating must be used wisely. When evaluating medical 
teachers, DR must verify students are being trained on the "medical arm" 
and ONLY HA VE 1 STICK ON OTHERS IN CLASS. 

12-18-14HONOR CLASS/STUDENTS-REGULAR START/INTERIM STARTS 
Teache rs emai l DR, students receiving an " A" for classes for current quarter by 11 tli 
week -Friday Morning by 10:00 a.m., BEFORE review/exam week. DR/AA is only 
person(s) emailing/notifying students of exemption status. If student does not attend 
review days and they are required to, they are marked absent. All students must take 
final exams for all classes other than the one(s) they received a final grade of "A" I 
Gass with final grade of "A" is considered an honors class. (Student is exempt from 
taking that class's exam only !) Students earning A in ALL classes are considered an 
honors student for that quarter. 

6-3-15(7-2-13) EXAM POLICY-61/-SCHEDULE-82 
AA posts- 61 permanently on DR 's board in January . AA posts -82 Monday , 
~ weeks before exam All students l\fUST take exams except Honors Classes (see 
Honors) If student cannot take exam when schedu led, teacher and DR must meet and 
documentation must be in students file denoting why exam will be taken at a different 
time. 



5-3-14 TEACH:ERS ATTENDA NC E CONTROL LOG-44/72/77 
See Form 72- Evening receptionist uses for posting teacher's daily attendance from -44 
.and emails at the end of each day to NF/WHG- Email daily to GM ,DR , AA,AR , FA, 
Dept. Heads who review daily. Each department at both campuses must daily speak with 
students encouraging them to attend. A -77 is sent to DR if any contact has been made 
with student concerning their attendance. (Copy -77 pr;nted) 

1-1-13 TUITION & FEES POSTING' TAC/FACS-26a,b,c,d 
See Form 26a, b, c, d- FA keeps in front of TAC book and book is kept per this form. 

7-15-13 PERMANENT RECORD CARDS-103a,b,c,d 
See Form 103-AA keeps by AA in front of PRC book and book is kept per this form. 

1-1-13 CLASS FORMA T-58 
AA posts -58 First Monday in January by teacher ' s mailboxes and must be followed. 
Classes are 55 minutes and 75 minutes because of accreditation/federal regulations. 
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1-5-14 SYLLABI POSTfNG 
AA post during break week - Friday/Saturday all current syllabus and teacher must verify 
that their current syllabi is posted in each of their classrooms each quarter with the IRP 
beside the syllabi. DR will notify all teachers "IRP can be treated as a pass/fail grade " . 

1-1-13 SEATING ASSIGNMENTS-CLASSROOM 
Once teacher closes door to beg in classes, teacher asks students to fill the seats up front. 
DR obser,res throughout the quarter that all students are not seated just in the back . 

6-9-14 PROFESSIONAL DEVELOPMENT/GROWTH- TEACHERS 
DR has teachers show professional growth by attending seminars, taking classes in 
college or on line. (teachers are eligible to takefree classes at WVBC-see F,mployee 
Handbook; read professional magazines, belong to professional associations, clubs, 
etc. Documents are placed in teacher files throughout the year. Monday, 6th week into 
quarter, AA verifies teachers are showing professional growth and giving copies for their 
file. This information is posted on ACICS ''Data Sheets". 

1-1-13 TEACHER MAXIMlJM LOAD-ACICS 
DR assigns classes each quarter to teachers and follows AC JCS criteria pertaining to the 
amount of classes each teacher is permitted to teach during a quarter. If this criteria is 
followed, teachers are permitted to teach both day and night. (see AC/CS Criteria) 

6-9-14 LESSON PLANS - 41 



Teachers t::.m~_i_l_ Lesson Plans -41, Mondays before class to DR. DR reviews, verifying 
lesson plan follows the class syllabi (Plan is to indicate teachers take students to local 
lihnuy at least once a quarter.fhr research and once a quarter, utilize guest .\peaker). 
Plan will identify homework, quizzes, guest speakers, field trips, tests and assignments 
etc DR keeps last quarters" lesson plans and current quarter plans on their computer once 
reviewed 

1-1-13 HANDOLTS-TEACHERS.MAKE UP TEST 
Monday of break week, copies of all ''handouts·' are emailed to DR. DR reviews and 
approves/denies and files in their office All past_handouts_are purged except most recent 
year. Teachers have their O\.Vn ·'make IJQ test" policy and infonn students of their policy 
in their "'Handout" at the beginning of the quarter. If teacher pennits student to make up 
tests, it is required the teacher creates a new test and administer test before/after class 
or on Friday/Saturdav. Teacher supervises student taking test. l\fakeup tests are never 
given in classroom with other students present. '\Jo one is permitted to administer or 
grade make-up test but teacher. 
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9-5-13 EV A LllA TION-PRE/POST EVALllA TION/SYNOPSIS-97 
WVBC monitors the quality of each teacher based on objectives listed on syllabus. 
Teacher determines \vhat they \Vant their students to learn by' the end of the quarter by 
administering pre/post evaluations. Teacher reviews the syllabus and course descriptions 
in current catalog once assigned a class, then writes a pre-evaluation and lesson plans 
accordingly. True/false/multiple choice questions should be limited. Teacher needs to 
detennine 5 major goals they wish to cover during the quarter. Lnder the five major 
goals. ten questions relative to these goals should be asked (50 questions total) This 
pennits DR and teacher know if goals they set have been met. Pre-evaluation is given to 
DR by Tuesday ofb_r_t::_<iJ-, week for DR to review. AA makes copies Thursdav-same 
week-to distribute to teachers on registration day Teacher administers a pre-evaluation 
on Tuesday after registration day to all students in each class. Teacher explains this is 
a guide to enable the teacher to evaluate each student and how they should progress 
during the quarter. Teacher explains they should not expect to be able to answer all the 
questions correctly since they have never taken this class p1ior to attending \\/\'BC. 
Students are told the pre-evaluation does not count towards their GPA or CGPA. At the 
end of the class, pre-evaluations are collected, graded (numerically) and given to DR by 
Friday at 3 :00 end of drop/add week. Post-evaluation-this is similar to the ''pre­
evaluation'' and is given (Day-\Ved and Th.-Even.-Th.) 12!1! week of the quarter. This is 
the final exam. Evaluations are graded/posted and given to DR no later than Friday, 
last day of the quarter. DR completes a synopsis-97 first Friday of 3rd week-email 
copy to Pres, VP, Gtvl each quarter showing overall performance in all classes based 
upon scores of both evaluations. Evaluations are kept in DR office and one quarter later, 
discarded. ((;Al keeps hoth campus .\ynopsis indefinitely) DR detennines if goals were 
met. DR meets with teacher individually and if goals not met. how can they be met in the 



future if they are to continue to teach at \VVBC. -97 Each time teacher is m;signed a 
cla.'i.\·, a !!.!!f. prelpo.'if-emluation ,nu.'it he developed. (these synopsis help the DR 
determine teachers eligihiliry.fhr rehirinK) 

1-1-13 EMAILING STUDENTS-TEACHERS 
Teachers email homework assignments/projects/syllabus noting due dates on projects/ 
assignments Completed work is emailed to teacher. :'\/ates are added to submitted 
assignment/projects with grade and emailed to student. Teacher is responsible to email 
student 48 hours of receiving homework assignments/projects. :\o tests are emailed. 
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8-3-15 (4-10-14) ATTENDANCE-DAILY CALL/RECORDING-44-ME'iTORS/ 

TEACHERS- 77-POSTING-72 
Attendance is taken first 5 minutes of class. If student is not in class they are marked A­
absent There is ~o excused absences. All 
teachers must make an asserted effort to contact (call email) to determine whv student is 
absent. Complete comments on -44. Teacher places time attempt was made to contact 
student dailv by phone/email. Teacher notifies student's mentor and mentor also attempts 
to contact student-emailing .... 77 to DR with results (/JR at beginning (fquarter 
emails hlank.fiN·m -:-:.: to teachers) When students call off, office emails teachers as soon 
as call is received. (!/teacher'.\ policy to permit make up work, .\ludellf can make up their 
work). 

Regardless of the reason, student~ marked (A) absent 
if student is NOT SEATED in the class' 

If teacher permits student to make up test(s), teacher must follow procedure in Teacher 
''T''s If class is canceled "("' is marked. All teachers/mentors daily attempt to contact 
student to determine student status. Until "official notice'' from DR by email is received 
that student is a dropout, attendance is taken every dav. Once official notice is received. 
teacher writes D/O by students name and not further attendance is take. ( in1en 
studellf bring in slips.from Doc . .!111}' Dut_v etc .teacher gh'e to DR after sending- 77. 
slips is attached to hack of-77 hy !JR.) Teacher places -44 in Receptionist's basket who 
posts to 72-Teacher's Attendance Log. 

1-1-13 INTER'iET USAGE-CLASSROO'.\I 
Students are not permitted to use Internet during classes except during Internet class 
Teachers are not permitted to use I.Dl~ID .. ~J during .C:J..<l..~.-~ t_i_m_~. 



4-10-14 SCRVEY-A:\:\TAL STCDENT BODY -116 
DR gives -116 l'vionday-third week of October to all teachers during class-when most 
students are expected to be in attendance. Students complete survey first 5 minutes of 
class, teacher collects and has a student deliver to DR irnmediatelv. DR completes a 
synopsis on a blank copy of -116 within 2 days. DR places numbers and general 
comments. i e. 30 students/happy, 26/not happy. 25 students/4 cars etc. DR keeps -116 in 
their office until synopsis is completed Copy of-116 synopsis is emailed to G.\-11 

President. Friday, DR discards ''individuar' -116 after one quarter. Synopsis are kept 
indefinitely and filed in correspondence file marked ''Synopsis-116 .. \\'heeling -both 
campus -116 are kept in file marked ·'Synopsis-116-:'\'F/\Vheeling." 

2-1-13 LICE:\SE-STATE-AR 
One month after a new AR is hired, DR requests ''Registration oflndividual Solicitors" 
form from the State-W\iCCTCE to complete. Yearly this is renewed by DR when 
applying for W\iCCTCE Pennit. (Copies made.for.file). Penni ts are posted in lobby and 
in their offices. Original CEO pennit is posted in lobby (copy made.for.file) 
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1-1-13 WIA-VISITS-APPLICANTS LEADS 
Visitino-DR determines best time AR should visit WIA If campus has more than one 
AR. AR alternates days they go to WIA office. AR gets to know WIA personnel on first 
name basis getting information on how they like to run WIA and what rules they must 
follow. Educating them on what WVBC does for their students. how long we have been 
in existence and how we can help the WIA employees by making their jobs easier. Ask 
what would make their jobs easier.AR puts brochures out at WIA and meets with 
'·applicants'' visiting with their case manager. WIA Applicants-AR asks what kind of job 
they \vould like, did they graduate high school, got a GED, ever attend college and would 
they be interested in getting a ~.15.iJJ. to get ajobCJ Get name/phone number to contact them 
for an appointment. Do not attempt to enroll them now! Talks about WVBC, we know 
students on first name basis, been around over 100 years, help student with their financial 
aid paperwork, etc. 
WIA LEADS- AR completes 80b and gives to FA:V[ immediatelv upon returning to 
campus to be w1itten in back of lead book the same day. After posting, FA gives lead(s) 
to DR who gives to AR same day DR visits WIA, (unannounced) at least once a week 
to get to know WIA staff and observe AR procedures. 

1-1-13 SINGLE CLASS-CREDIT 
If an applicants requests a single class to receive quarter credit hours, DR infonns them 
they must attend entire quarter and pass class with a minimum of"D'" Contract must be 
completed. This student is treated as all other students-attendance, testing, posting grades, 
advising etc. Compute cost by dividing total tuition in a Degree program by 24 in current 
catalog. This is tuition cost of a single class. Application is completed, administrative fee 
and books are charged per current catalog. Class name is written on program line This is 



paid up front or three monthly payments made at the beginning of each month. No 
Exceptions! Student is eligible to apply for PELL but .\OT Student Loans. 

J-15-14 EXTR>\ CLASS-CLRRENT STUDE:\T-77 
Currentlv enrolled students wanting an extra class not in their program-compute cost by 
dividing total tuition in a Degree program by 24 in current catalog. This is cost of tuition 
for a single class If supplies. lab fees and books are needed, these charges are added DR 
and FA must infom1 student that :\0 FA CA:\ BE COLLECTED FOR THIS 
CLASS! THIS CLASS DOES NOT EFFECT THE STATUS FOR FA! This is 
noted on -77 
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1-1-1 J INSERVICE -TEACHERS-.!! 
On registration day, dav teachers attend an in-service \Vith DR at 8 30 a.m After In­
service. teachers go to Registration. Evening teachers attend registration and in-service is 
held after registration 8:30 pm DR appoints a teachers to take minutes and copies are 
typed on -14, then emailed to DR DR reads and emails to all teachers before end of 
\Veek. DR files a copy for correspondence file marked "Teacher's ----In-Service·· These are 
kept for past two years and any -14 older than 2 years are purged DR assigns office 
hours to teachers during this in-service and posts on DR board. DR gets speaker's ''bios" 
before In-Service and CSR takes a picture as speaker come in CSR sends picture and 
press release to local newspapers. DR gets written pennission from speaker to do a press 
release. Speaker's topic must be on methods of teaching, motivation, professionalism, 
etc. If DR does not have a speaker, a video can be shown at this time, which can be 
gotten from local library on motivation, professionalism etc. Each video can be used 
once during the year. Guest Speakers must be gotten for three out of four In­
Services DR calls Board of Education to get a guest speaker to volunteer or any other 
agency that could contribute to teacher's ability to teach more effectively It is important 
that DR secures a good motivational speakers on above subjects 

6-22-15 (6-1-15) REGISTRA TIO:\ RE,H:\DERS & PROCEDURES - 54-57 
During break ,veek, review procedures and fonns to verify all infonnation has been 
completed and ready for registration. DR holds registration and assigns duties to 
staff,/teachers during and after registration Registration is to motivate students to attend 
classes, stay in school, graduate. DR and ALL teachers must attend and stay for entire 
time. (AA slays in lobby lo answer phom.' and meel visi10rs) Registration begins at 10 00 



a.m./6 00 pm If campus has more than 60 day students, split orientation alphabetically 
First set at IO 00 and the second set at 1 00 ( 1 '1 set(A-M) 211

<l set (:'\1-Z) 
REI\II'.\DERS-53/62d 

a. DR gets current teacher's email addresses 
b DR prepares \![entor list-hand out to all teachers at in-service 
c. DR has 62d ''Academic Probation letter to meet with students after registration 

(DR has AA print /(p -62djhr each sfl(dent on academic pmhation dl(ring hreak 
1reekj. 

d. DR compiles a "Student Contest" list for the bulletin board contest. DR emails to 
all teachers and posts by teachers mail boxes. 

e. FA completes sign-in sheet for the new quarter for all returning, new and re-entry 
students to sign. 

f FA meets with any student needing to sign paperwork/bring in paperwork 
BEFORE books/schedule/etc can be picked up. 

g. AA posts current syllabi in proper classrooms-copies given to all teachers of 
classes they will currently be teaching. 

h. AA posts copy of Teacher's Schedule 40a, bin lobby (class name, Room#, 
Teacher l\ame and number of students in class. 
AA prints enough copies of Statement of Lnderstanding for all students listed on 
sign-in sheet. 

31a 
AA prints form 62e for all students on ''Academic Probation'' for DR to hand to 
them at their meeting directly after registration. 

k. AA prints blank copies of-84 ''L"pdated Student Information" teachers to have 
completed by students. 
AA-Prints ''Statement of Lnderstanding" for all names on sign-in sheet 

m AA emails copies of the following forms to all teachers 
I) 8 ----Incident Report 
2) 28 - Substitute Teacher 
3) 33 - Repair Order 
4) 34a,b - Teachers Grades and Attendance 
5) 41 - Lesson Plan 
6) 44- Teacher Daily Attendance Call Log-( Jeachers are directed to write in 

each student's name until end of drop add week) AA will finalize after 
drop/add week 

7) 54 -1\'Ientor/DR problem solving 
8) 64a,b- Plan to remove student from Academic Probation-Student & Teacher 
9) 77-Advising Report 
10) 83-\\i\'BC Field Trip/Guest Speaker 
11) 115 - Input Staff/Faculty 

REGISTRATION PROCEDcRES 
DR-Welcomes students-,vrites name/position on board-announces to students all are 
officially registered at WVBC if they signed sign-in sheet. Hold up Sign-in sheet. 
Ask ALL new and re-entries to stand to welcome them 

/. DR speaks for a few minutes about WVBC Accreditation, which makes us eligible 
to participate in Federal Financial Aid programs (Lxp/ai11 tran~fer qf 



credit.\. ,Vo guarantees) EXCEPT/{};'\/- \VVBC has an agreement with Salem 
Lniversity-on line training Explain how students can receive 4 yr degree from Salem 
Lniversity-DR 

2. Speak about personal experience in college with counselors, schedules, books, FA 
etc. >Jothing went smoothly Don't be afraid to ask for help from mentors. Explain 
each student has been assigned a personal mentor. 

3 Explain-academic problems-students go to their teacher FIRST. If teacher is unable 
to help, teacher gives a -54 to take to their mentor. If mentor is unable to help, 
:\1entor gives -54 to AA to make an appointment with the proper administrative 
staff relevant to their problem . 

.i. Honors program-Eligible student does not have to attend review/exams week for the 
class "A" must be earned. Teacher's do not notify students about class 
exemptions DR officially contacts you if you do not have to take review/exam 
week by email/phone. DR is only person to exempt student from exam! 

5. Explain teacher'_s attendance policy and how FA could be lost, lowered etc. 
6. Explain students must attend classes with the attitude "I am working and earning 

a salary!" \\'hen Company rules are broken---dress improperlv, use 
improper language, do not do your job (w,si:;1m1e11ts) absenteeism, you will be fired. 
\tfissing classes will get you poor grades/failure. All students are capable of 
succeeding It is up to each of you I Decide to go for your dream-now I 

Do YOUR BESTI 
Jib 

7. Snov,· Days-announced on TV and Radio. 
8 Student Council President is introduced and speaks 5 minutes This is a •·fun'" 

student council and if interested in joining, announce date of first meeting. 
9. DR announces employee of the past quarter. (See 1~·mployee <?[the quarter) 
JO. DR Explains catalog is on Web site 
l l DR read to all students orally "Statement of Understanding'"-53 (Sr11de11t lv/f.lST 

.\if!II now and recef\·e copy at end qf drop ad week).lf student has a problem of any 
kind, DR meets with student immediately after registration to clear up any 
questions -77 is written. 

12 DR speaks with students about: 
a. Dress code. Why important! Letters of recommendations from staff and 

teachers when applying for a job are needed. Always look your best. 
b "Attitude, Attendance, Appearance" is WVBC l\.fotto. 
c Discuss policy-no food/drinking permitted on campus-student lounge only 
d. T\o smoking in building -only outside in designated area. 
e Dmgs or alcohol not permitted on campus anywhere 
f Call off when not attending. (You do this 011 the.Joh m· get.fired) 
g. Teachers \vill explain their individual make-up policy Tuesday morning in 

class and give out handouts. 
h. Syllabus is posted in all classrooms for students to review. 

Students may use lockers but Mt:ST clean out at end of each quarter. 
Anything left in lockers at end of quarter will be discarded. 



Lpon signing registration card after receiving books and supplies, they 
are .'\OT RETLRNABLE. Review card before signing. 

k. \.fed students .\'IUST wear scrubs to all classes daily (See teacher handout) 
13 DR calls out names of student DR needs to meet with directly after registration 

(st/fdellls 011 academic probation) 
14. l\.Ientors call all their students names and takes them to a room assigned until 

_students names are called to pick l,d_p_ schedules/books Talk to students about their 
back ground and asks each student to tell a little about themselves. Ask what their 
plans are while at WVBC/after graduation :\1entor is upbeat/motivational 
encouraging student to join Student Council Good for resumes. Attempt to get them 
to talk about what they felt they did wrong last quarter. How do they plan on 
changing. Ask students what their goal is for this quarter. (J\lentor makes a 1101efbr 
mentori11g pwposes durinK the quatfer.) 

After registration, DR notifies FA and AR if student did not sign in DR does not give 
student books if they show up after registration Student meets DR and signs sign-in 
sheet. (Follow procedure "See Reg. Card Pickup books S11pp/ie.; a11d schedule beloH' ''). 
Student goes directly to class. DR completes-77. 
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6-1-15 (2-18-1 S)REGISTRA TIO'i CARD REQLESTl'iG/POSTING-77/120a,b,c,d 
\\.'heeling AA is responsible to have inventory of reg. cards (enough (or 3 
quarters).NF-AA-requests reg. cards from Wheeling :\1onday l.Q1

h week ofquai1er. (do 
not requestfbr P lJ () students.)Whg. AA mails :"JF AA reg. cards .\londay-11- 1

_1
1 week of 

gl_L__Both AA completes reg. cards from current '·tentative'' roster for new qua1ier. 
(f"e111ati1'e rrnter-*represenf.\ P.f).0.) AA posts last name first-post "X" by student's 
name for signature, campus, Day Night. Qtr.-Post month and year of start-class name, 
book title (list packets or workbooks hy hook title. AA gives reg. cards to FA to post to 
right side of card and Line directly under 2 00 (D)and above 6 00 (:"J), cost of books 
from 120a,b,c,d Total to right all costs (i(110 number is to go ill block write A'AJ At top of 
Card v\Tite '"previous balance'' if due, plus balance this qua11er. This total is \vhat is still 
owed 

6-1-1<(6-23-ll)REG. CARD-PICKLP/BOOKS/SUPPLIES A'iD SCHEDULE 
All students signing the sign-in sheet are considered registered and are charged 
accordimdv. Directly after registration, students are individually called out of mentoring 
sessions AR brings student to AA who has student's books and supplies explaining to 
student, reg. card is their schedule/grade card. Student .\IUST sign by ·'X' once getting 
their books. If student did not want a book, AA marks on card DN\\-'/if student did not 
receive, AA writes D:\"R by item If DN\-V is written, FA corrects F AC If DNR is 
written, as items come in, AA has student initial on card and add date received. If student 
signs in after registration is over, DR must meet with student completing a -77 



explaining to student why it is unacceptable to "miss" registration. They have missed 
one of the most important meetings of the quarter explaining procedures they are to 
follow. Student is taken to AA who completes the above procedure giving books etc 
AA gives student reg. card to FA. VI student has questions about their schedule, AA will 
make an appointment next morning with DR. No books /schedule is Riven lo student 1111til 
they meet with DR. AA writes student's name and "problem" _ AA does not "fix "problem 
this is done by DR. List is given to DR who immediately e-mailslspeaks to VP to see if 
·problem can be.fixed) No books/supplies are returnable if card is signed by student! 
DR, after speaking with VP, meets with student reviewing change or why it cannot be 
changed. AA alphabetizes student's cards that have signed in-place in envelope- BACK 
of PRC book. 

6-3-15 POSTING MID-TERM GRADES-TEACHERS- -77 
No mid-term e.xam is required. A mid-term grade is posted on registration cards 
by Friday-6th week of the quarter at I :00. (This shows student 's progress for SAP) All 
posting is completed in the office. Formal notification to students of mid-term grades 
is not made. lf student earned D or less, teacher makes a written plan by .Monday­
emails to DR. Plan is to help student bring up grade(s). Teacher speaks with student the 
next Tuesday explaining the plan to help student bring up their grade. 
Teacher does not tell student they earned a Dor less. Students are infonned they are not 
doing as well as they could and teacher has a "plan" to help improve their grade(s). -77 
is completed and emailed to DR same day and student's mentor same day . DR reviews 
and files. 

32a 
6-3-15 POSTING FINAL GRADE/LNCOMPLETES 
Teachers must post final grades by Friday after the end of the quart.er exams at I :00. 
Posting is completed in the office (cards· are never taken from office). If Incompletes are 
posted (posted in penciD it is the teacher ' s responsibility to keep in contact with student 
until the "I" is made up by Monday-Registration Day. If incomplete is not made up by 
this day, "I" is changed to "F' by teacher Monday of registration day. AA reviews 
CGP A and notifies FA if student hasn 't reached SAP. AA reviews all final grades and if 
a teacher has not placed a final grade on the card , teacher is called MONDAY 
of break week to come in/send email with final grade and class. If grade sent by email, 
AA posts the card and attached the e-mail to back of card. If student did not take the 
final exam and they were scheduled to, DR notifies teacher to post a "F" on card . Uf DR 
made 5pecial arrangements with teacher to let the student take the exam later , the 
exam !!E!;E_ be taken during break week. -77 is written by teacher and DR/or student's 
file). If teachers forgets to post a final grade AA notifies DR who completes a -77 
reprimanding teacher. This is taken into consideration as to whether or not teacher will 
be teaching next quarter. DR makes this decision after reviewing the employee file. 

Final grades are not told to students by teachers or that they are exempt from an 
exam. DR/AA will email students when exempt from review and exams. NO ONE 
ELSE HAS PERMISSION! 



AA computes GPA/CGPA double checking for accuracy by Monday of break week and 
posts at bottom of PRC GPA is written on bottom of registration card (T'Vhile postinK 
c;PA, AA heKins makinK a DR !isl). Once posting is completed on registration cards do 
the following: 

a. White copy-place in student's file (\Iost recent stapled on top of all others) 
b Pink copy-student to sign in-receives registration day when picking up new 

quarter books/supplies 
c. Pink copy-graduates, d/o will not return - discard 
d. Yellow copy-old card with grades -students expected to return, are placed on 

top of pink new quarter registration card This is given to students when 
picking up books. 

6-1-15(12-31-14) REGISTR>\ TION CARDS PROCEDURES 
WITHDRAWAL FROM CLASSES: When a student withdraws from a class, 
DR ~m_c_1_iJ_~ .t.~.c.l~.h.~.r.~ and ~Jc_1ff..c_1n.d .. .r.~.<l..~ . .O.IJ., AA posts a ·'W'' on reg. card and also PRC (/JR 
il!fbrms AA rea.Hm. AA ll'l'ites under "commellls" 011 PRC mo111h vear and H'hv.) 
DROPOLTS/TER,HNATIONS -As student is officiallv tenninated before end of the 
quarter, DR emails teachers and staff AA posts "\Vs'' on card and PRC (/JR iliforms AA 
1w1son and AA ll'l'ites under "comments·· on PR(' month rear and,vhr student le.ff.) AA 
staples most recent white f.QQY of card on top of all '·other" cards in student's file and 
discards the others. 
QUARTER E.'\DED-At end of quarter, AA reviews all cards, verif)·ing all grades have 
been posted on cards and PRCs then staples most recent white card on 1Q.(! of all 
'·other·· cards in student file Teachers must have posted final grades. Place yellow 

32b 
copies with the returning students ··new quarter'' cards. These are given to them when 
they pick up books/supplies on registration day 
BOOKS .'\OT WANTED-If a student states they Do .'\ot W want a book, AA posts their 
initials beside the book title and beside the initials post D'.'IW AA notifies FA of'·D:"J\V"' 
And FA makes adjustment to FAC 
BOOKS BACK ORDERED-If student Did .'\at Receive book/supply, AA posts their 
initial by book title/supply and D.'\R. When book/supply comes in. student initials/dates 
by D'iR 
GPA/CG PA CO}IPLTING-AA is responsible for computing the GPA/CGPA 
GRi\DE VALLE shown on PRC-A=4 points, B=3 points, C=2 points, D=l point 
F=0 points. 
PREVIOt:S QUARTER WHITE COPIES-AA reviews for accuracy and posting on 
PRC and filed in student's file. (fl there is an "/" 1rhite copy don not Ket.filed until 
Krade is chanf-[ed hy registra1io11 dav) Staple ''most recent" white copy on top of all other 
white copies in file. 

'iEW QUARTER WHITE COPY AND YELLOW COPY-Kew quarter cards are kept 
in PRC book until student has been ·'official terminated" by DR. (the.se cards are 11.seJfor 
posfmK this quarter grades. ff student no lonKer in school-ye I/ml' copy ts discarded) 



PREVIOCS QUARTER YELLOW COPY-grades have been posted on ye11Q\N copy 
for previous quarter classes. (at end (lprevious quarter- yellow copy is set aside to Kive 
to student when pickinK 11p their hooks on reKistration day.) 
PINK COPY- is given to student on registration day-it is their schedule for the current 
quarter.(!/ there is a last quarter-ye/lo\\' card if is paper clipped on top qf new pink copy) 
ONLY WHITE COPIES ARE IN STUDE:\TS FILES. WHE:\ A STCDE:\T IS :\0 
LO:\GER A STCDE:\T ALL YELLOW AND PINK COPIES ARE DESTROYED. 

6-1-15(4-3-15) STCDENT INFORl\lATIO'i CPDATE CO:\TACT-84 
Teachers follows syllabi concerning completion of-84 per syllabi. collecting and giving 
to FA after teacher's last class. (J,A notes all new iltformation rm front r?f l:4(' and 
telephone-' - 1he11 discard -H-1) 

9-5-13 ADVISING-SECOND WEEK :\EW QUARTER-77 
\fonday of second week of class. DR begins calling JJ.~.W and r.~.-~.IJ.t.f.Y. students from 
class to have a 5 minute advising session. DR discusses problems student might be 
having at school/home. Concern is shown for student reminding them, if anytime they 
need to talk, see their mentor (ask {fthey knm1· 1rho !heir mentor i.\) DR reinforces 
WVBC cares for the student but emphasis reasons student came to \VVBC-To make 
their life better- get the skill to get a job This is achieved by daily attendance 
and following directions teacher give them Print -77 for each student's file immediately 
after the session Once all new/re-entry students have been met with, DR begins meeting 
with returning students. Cover all of the above again noting any problems they may 
anticipate 
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8-11-15(6-1-15) INTERl\1-REGISTRATIO:\ 
During the 6th week of the quarter DR hires a teacher who is able to teach one of 
WVBC ''specialty" classes Teacher will begin teaching .\fonday, i 11 week of the 
quarter. (!)R adrises teacher they are permitted to sit in class anytime during the period 
hefrJre they are going to teach to sit in on the classes to ohserre) .\'lath at 9 00 until l l 00 
then a 10 minute break and Interpersonal communication starts at 11 10. >lo other 
breaks are to be given. The same syllabi is used that is used for the 12 week course. 
(Regular registmlion isfhllmi·ed see Registralion Reminders etc. See Interim-
( 'lasses Ad,,erttsing Procedure-]:.) 

4-7-14 SIGN IN SHEET VERIFICATI0:\-32/TEACHERS ATT'i. LOG72 
SPREADSHEET-98/ QUARTERLY GR,\.D./D0-194a 

FA completes -32(\"ign ill sheet) alphabetically for new quarter on Friday of break week 
from last quarter's -72 (Teacher\ attendance log) Type all names except students 
who graduated last quarter and any student(s) who were "officiallv terminated'' (!Jo11hle 
check 19-la afier drop add) Add to -32 alphabetically, all new and re-entry students. 



(shown on 11ew quarter 91-5). Once student signs sign-in sheet -32 they are counted as a 
seated student and charges begin for the quarter. As new/re-entries are enrolled during 
drop/add week, FA adds their name to ----32 and must have students sign -32. FA adds 
student name to -72. AA must match -32/72/98/194a verifying they match the day after 
drop/add week.( I.as/ tfltarfer 's -.72 is placed by J·A in basket to be.filed in "J,-nd c?f 
(}11arterfil e"' 1vhich Koes into the COl"J"e.'f}()ndencefiles cabinet. l71is is a permanent 
recortl}AA emails copy of -32 to G:'vt Friday of drop/add week Sign-in sheet names 
match the following from last quarter: Tuition Account Cards /Fees Account Card 
/Quarterly Grad . .1Dropout(last qtr)Seated student files/Teacher's Attendance Log /Perm 
Rec. Card /Reg. Cards Total names on -32 is placed on Daily Report as seated students 
for each new quarter. 

9-10-13 GRADE SHEET POSTl:\G-REG.CARDS-34a,b-77 
Blank 34a,b have been emailed to all teachers to add student's individual names for the 
next quarter for posting attendance/grades/comments. At mid-term teachers post to reg. 
cards Fridav by l 00 p.m -end of first 6 weeks of the quarter. DR reviews all reg. cards 
and -77 for students with Dor F Same day, DR requests mentors and teachers to email 
DR a plan to help student improve their grade(s). 
DR makes appointment \Vith student(s) \fondav of seventh week and completes a -77_ 
(no xrades are memioned by IJJ(Ale111or teacher, on~v ho\1' they rnn improt'e with 
fVI 'H(' .,1t![land.f{1cu!ty help.)Teachers post grades (!11cl11dinJ! homework 

.{,'"rade)/attendance/comments on their 34a.b daily and on f_Jj_.Q_.'.I..Y, ~.n.Q 9_f -~-\.'.!..DJ. y., __ ~_~_k, 
teachers gives their completed 34a,b to the AA who reviews for completion. AA places 
in the "End of Quarter" folder in the correspondence files 
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9-1-13 OFFICIAL TRA:\SCRIPTS 46a-m/ GRADLATES/D0/COMPLETER/ 

CONGRATLLATIONS LETTER 69a,b/ 
SCA:\:\ING/STUDENT REQLESTl:\G 

Official Dropout/Completer/Graduate - Students who no longer attend \VVBC must be 
··Officially" tenninated by the Director I This means DR has notified staff and teachers 
and proper refunds/closing out of the file has been completed. At the end of each quarter. 
as grades have been posted; during break week, :\fonday, AA begins printing official 
transcripts for all graduates/ dropouts/completers. If student earned an .. F'' and retook the 
class. the higher of the 2 grades is posted to the transcript. AA places all information in 
the packet (orif{inal transcript 1111six11ed w1sea/ed-Whgsca11s 11mr-FVhe11 l\'Ffi/es are 
tecefl,ed, they are scanned tmmediately). Before mailing, AA must verify transcript is 
correct before signing and sealing. First copy onlv oftranscript(s) is free. There is a fee 
of S5 per copy for second copy. (once xraduation ceremony is orer and student did not 
a11end, diploma de:,:ree is kepi in packet.) NF-Completes all 1-5 shown below. l\F sends 
to Whg. DR 2 copies of the transcript Ufa f{raduate, send 69a orb with a11 e111•e/oped 
addressed to st11de11t colleKe. JJN. six11s one copy to mail {fno balance ts owed): 
1. TRANSCRIPT REQUESTS \foney order/cash must be received before student's 



file is reviewed determining if student owes money . If no money owed- (ff paid with 
check, check must clear bank before transcript is made and ma;/ed.) If money is owed , 
FA contacts person stating balance must be paid before releasing transcript. (If request ;s 
before 1989 explain we may not have all those records-was under d{fferent ownership.) If 
nothing is found , return check explaining nothing could be found. 
2.GRADUATE-No money owed: Print name of program , student name/SS# with all 
final grades beside each class and 4 under credit hours. Total GPA and CGPA. Place in 
packet. Copy of signed/sealed transcript is sent with 69a . Original transcript is unsigned 
in packet. ( copy of 69a wUh date sent is placed in packet) 
3. GRADUATE-Owing Money : Tran script is made same as above-send -69b only. 
(Copy of 69b in packet) WHG-Pla ce "copy" in packet with diploma/degree in front of 
files with PACKETS marked "Graduates owing money". (NF- When graduate calls 
asking for transcript , NF notifies Whg. FA who reviews file and FA informs NF there is a 
balance. Once balance is paid, same procedure for Graduate-"No money owed" is 
followed. 
4. DROPOUT /COMPLETER: Transcript is made. Delete name of program. Type 
student name/SS# with all final grades beside each class and 4 under credit hours . Total 
GPA and CGPA "Date Graduated " -print "N/ A". If a completer print 
"Completer ". Same procedure as above . Dropout s/Completers do not get copies of 
transcripts mailed unless they request and all balances have been paid. (again initial one 
isfree second one $5.) Write "Non-grad uate" beside graduation date. 
5. Whg. FA notifies NF by email if transcript has been sent or if the student owe money. 
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5-1-15 FINAL GRADES-SATISFACTORY ACADEMIC PROGRESS 
DR reviews SAP on PRC with regards to Pace of Completion , 150% rule and CGP A. If a 
student is in danger of failing SAP for either POC/150%/CGPA, DR emails student ' s 
new quarter teacher's and Dept. Head and has teacher complete form 64b indicating what 
student needs to do to improve their standing . DR also contacts student and meets with 
them ASAP. If student was in danger previous quarter or has failed SAP, they have an 
opportunity to appeal the decision . Any student not making SAP in any area is subject to 
termination. DR must meet with each student on registration day who are in danger of 
failing SAP to go over teacher 's form 64b. Student is to complete form 64a. These 
forms l'VIUST be in student's file . (DR notifies FA o_f students in trouble) ALL student(s) 
that are to be terminated for SAP reasons must first be reviewed by DR and GM. If 
student has circumstances in their career which caused them not to perform academically 
sufficiently , DR may provide enough classes next quarter to allow student to come into 
SAP compliance by end of that quarter . DR must notify GM of classes needed for 
compliance before quarter begins . If student does not come into compliance after that 
extended quarter, they must be terminated immediately. 



5-21-15 (4-15-15) INTERNSHIPS-NURSE ASSISTANT PATIENT CARE AIDE 
Internships are required for both of these classes! ('>ee calalog.for pre-requisites 
necessary.for these two das:ses) DR meets with medical Dept .Head 4 weeks before the 
end of each quarter to detennine if internship(s) have been set up that are required for 
students scheduled to take either of these classes the next quarter. DR must verify this is 
set up by the time the new quarter starts. A copy of the agency's agreement is reviewed 
by the DR and GM. (copy se111 to GM.) Once approved by GM, signed copies are sent to 
GM to be filed by Whg. FA in "Contracts" file. Internships are set up fo r outside of 
classes, generally on Fridays. Twenty (20) hours internships are required for each 
class and the entitity offering the internship must keep attendance. In order for the 
internship to count towards the college's requirement, teacher must get a copy of the 
attendance record and give to the Dept Head to give to AA on Friday for the student's 
file. Student cannot earn a final grade until the attendance sheet is given to AA. 

6-28-13 SCHOLARSHIPS-PRESIDENT -$12.,200/WVBC SCHOLARSHIPS-$500/ 
t,000- -APPLICATION 5la,b,c-VISITING H.S-H.S. SCHOOL BOOK 

Full scholarshi p-$19,200-AR calls high schools, verifying spelling of principal' s/ 
guidance counselor's name, high school name, address, phone numbers-place in ·'high 
school book". AR emails ALL UC 5/c last Friday in August DR emails-51a to all H.S. 
principals within a 30-mile radius l !!t Friday in Sept. attaching-51 b. AR begins visiting 
high schools 2nd Monday in Sept. through April delivering -51 b to G.C and letting 
them know copies can be made or request more from the college by email. 
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1-1-13 PRES. SCHOLAR. PRESS RELEASE-PRESIDENTS GAS CARD-5lc 
All seniors are eligible to take the "President's Scholarship'' which is administered every 
Saturday beginning second Saturday in September through second Saturday in April 
at the college's campus. (CSR gives scholarship press releases week lo DR who gives to 
newspaper, TTf stations etL'.) DR contacts TV stations, radios and newspapers to make a 
"Public Service Announcement" (there is 110 charge) at least once a month on 
Thursday before the Saturday testing. Announce where/time of testing.DR emails 51c 
MONTHLY to all counselors!/ Seniors/counselors/teachers can call the College for 
directions to register, (.'i'ee catalogforfurther de.w.:riptfrm c?f.w:holarship) Test takes 
approximately 90 minutes. There is no charge for taking test. A drawing is held at each 
testing for a $25 gas card. Minimum of (2) two people must take the test to qualify for 
drawing. AR takes gas card to school the following week to pe~onallv present to winner. 
AR asks G.C. if they would make an announcement of the winner so AR can present the 
gas card in the office. If high schools have their own TV/Radio stations/bulletin board, 
AR asks counselor for permission to announce/post scholarship information. AR gives 
5 lc to Counselor to post/announce. Print 51 con bright~ to post. AR contacts 
counselors/teachers by email weekly, reminding them or Saturday testing. 



2-7-13 PRESIDE'iTSCHOLARSHIP- REGISTERING SE'iIORS-80a,b, 5Ie 
DR reviews procedure with FA on how to respond and record high school seniors/ 
counselors wishing to register for test. Sarne procedure shown in the procedure manual 
for answering the phone is used-complete -80b entirely/write 
"president's scholarship registration" under comments Connect 
senior/counselor immediatelv with DR FA complete information on -80a. If DR is not in. 
FA takes name/number for DR to return 
call As DR speaks/returns call the time, location oftest and pa11iculars are given. 
DR asks if senior is bringing any '·other'' friends with them to take test If senior/ 
counselor gives another name, DR completes another 80b getting name/phone 
number/email address etc. and verifies this is a senior. Completed -80b is given to FA to 
post to -80a noting it was a referral from("). -80b is returned to DR. DR meets with AR 
daily, gives 80b to AR and completes -51 e. (7his is kept current and accurate hy DR. 
AR contacts senior and explains they were referred to take '·President's Scholarship'' test 
by C) and attempts to register senior. Friday before test, AR calls or emails all seniors 
registered to remind them of next day-Saturday's testing. If applicant doesn't have an 
email address -AR contacts senior by telephone. 
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6-12-13 PRESIDE'iT SCHOLARSHIP-ADMl'ilSTERl'iG TEST-GRADl'iG-5I e 
DR announces: :"Jo calculators are used during testing. Top of scholarship test is filled 
out now in its' entirety. Verifies students taking the test are seniors. Senior awarded 
'·President's Scholarship" must begin matriculation quarter directly after graduating 
from high school. DR is only person to administer the test and grade the test. Test takes 
approximately 90 minutes After testing is completed. DR informs seniors that they will 
be contacted by Admissions Department to make an appointment. giving them their final 
score and also to give information about all '"other·· WVBC Scholarships :t\o fu.11her 
information is given at this time concerning scholarships Once seniors leave, DR draws 
from all participant's names for $25 gas card (note gas card de!i1·e1y1iroced11re) !JR 
grades tests ,fonday afternoon after. DR posts grade to 51 e, places copy in ·'scholarship 
file·· (kepi in J)R desk) sends copv of 51 e to corporate office. DR gives AR name and 
score of each senior taking the test. AR begins calling seniors for appointments to 
speak with the senior and their parent(s) explaining they would like to visit with them 
giving them their score. (score means nothing other than a numher heca11se the AR has 
1101 idea who has the hi;zhesl score) 



'.\"o score is ever given over the phone to the senior/family! AR explains college is still 
testing and as soon as a winner is known. an announcement is made in l\fay 

6-13-13 PRESIDENT SCHOLARSHIPS WINNER-AWARD LETTER 
PRESS RELEASE51e,f,g,h 

DR contacts winner Tuesday evening after final Saturday test is given informing senior. 
parent they won WVBC '·President's Scholarship" DR contacts G.C no later 
than \Vednesday morning. Arrangements are made for a press conference at 
HS./\VVBC campus Parents. counselor, senior and DR are at the press conference. -
5 lfis given to recipient/DR gives 51 g to reporter including parent's names. name of 
siblings. honors in high school, name of high school, program entering, other pertinent 
information Press release does not say it v-,,as accepted -only awarded. If'•winner'· 
does not accept scholarship, The campus gets publicity as well as students and high 
school. DR posts article on DR's board and WEB page.-5 le are file in "Scholarship-
20XX) file. 

1-1-13 PRESIDE'iT SCHOLARSHIP AWARDED-TIE BREAKER 
If a tie, DR selects a 3 member panel ,1onday-FA/DR/Teacher, after final test is 
administered Saturday. DR contact seniors who tied and has them write an .. essay" 
explaining how to ""exemplify professional business practices and appearances" Seniors 
who tie turns in ·'essay" within ten ( I 0) days for panel to review. \Vithin two days 
announce wmner. Press Release is written and sent Fridav. 
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10-28-14 SATISFACTORY ACADEMIC PROGRESS-62a,b,c,d/64a,b/100a/b 

Friday of 12th week, DR & FA meet to determine eligibility of student to remain in 
school and/or to continue to collect financial aid. Satisfactory academic progress must be 
reviewed by DR & FA for each student. (The only person permitted to officially 
terminate" student i!t; the DR) WVBC policy is to place on academic probation, 
students who do not maintain a CGPA of 1.0 Once it is determined that a student is not 
achieving a CGPA of 1 0, DR places student on academic probation and emails their 
teacher :\fonday of break week, asking for a ''plan·' -64b to be emailed to DR 
\Vednesday of break week Thursday of break week, AA prints appropriate-62 DR 
speaks with student ,-tonday directly after registration on registration day. (JJN. hand•, 
orixinal 62d 10 st11de111for their record\) DR reviews teacher's plan ----64b (leacher plan) 
during the meeting and copy placed in file. (AA 1101es "academic prohation-mo111h and 
year'' 0,1 PR('). DR counsels student about not dropping out and shows them how to get 
off of academic probation with DR and teacher's help. DR has student complete 64a. 
Failure to earn a CGPA of 1 0 for the probation period requires DR to meet with student 



and again follows the above plan. __ DR must write a -77 for the student's file stating what 
student plans to do differently to ensure they follow the plan(s) to get off of probation 
(JYhen DR "official(v terminate.'i" a Jitudent.for ANY rewwn, DR not(fie.'i FA who 
completes 1 ()()alb and .'ientl.'i out the appropriate -62 within 24 hour.'i.) 

5-21-15(1-15-1 J)REGISTRA TION-STUDS. 'iOT SIG'il'iG I'i~ TER:VI.-62a,b 
Returning/1\ew studs. not signed in-DR.AA,F A and AR attempts to contact student until 
contact has been made during drop/add period If stud. doesn't sign in -62a.b is sent 
to returning students only (copyjbrfi!e).DR tenninates this student day after drop/ad 
period-FA computes 1 00a.b that day . FA completes Exit Interview compiles new 
student l\S files. 
7-18-14 TERMINATION 

"DSD""OWD"-EXIT I'iTERYIEW APPOINTMENT-? -36-77-to0a,b-122 
If student tells anyone they are dropping out, this employee must email DR same day. 
DR informs FA same day who completes a l00a,b l\'11\IEDIATELY and gives to DR 
On Fridays, DR contacts the student and attempts to make an appointment to do an exit 
interview. If student won't make an appointment. (J)R completes -.7 7 and dates.for 
slltdentfile) -DR explains to student how much money they will owe if they drop out and 
DR also explains they need to meet in order to complete an exit interview. If student 
won't come in to complete this. explain their loans may come due immediately DR 
reviews student's file before the meeting if one is set to determine '·rear' reason student is 
dropping out-Can DR •·fix'' the student's problem? If DR is unable to convince student 
not to give up, this date is studenfs O\VD official withdrawal date(date student .\fJOke to 
/.)f< or came in to comp!c:tc: fA c:xit interview-see - '.:'7) DSD-Datc school dctcnnincd is 
the~ date. DR completes -77 and placed in student's file DR gives file to FA and 
exit interview is completed.FA reviews file verifying all documentation is signed 
and in the file. If student will not/does not come in for an exit interview FA mails (date 
on the - 7.7 is used as the l.)S/J that /.)f< 11·rotefi"om their com·er.mtion on the flh(me with 
the student) -122 and 36 is completed and mailed to the student FA sends G\·1 l 00a/b 
along 

38a 
with the 148a,b showing if refund is necessary or not. G\.1 reviews and gives to corporate 
to write checks Wheeling FA department processes the refunds and posts Wheeling's 
refunds on 148a and also notifies the '.\JF FA who posts to student's -148a. Both 
campuses FA completes -7 no\v and mails -36 and -122 This is posted on 148a showing 
these letters were sent to student. (Gl\'1 ff"J,A does no receiw refi111d notice 11·ithi11 7 
1rnrki11g dc~vs, F4 not(fies l.)R 1rho not(fies same day ) (rejimd\· Afr ..'ST he completed 
time(r or ( )/~· as.,ess sane/ions and illferests aKaimt the co!!eKef 
As soon as DR officially terminates a student DR, SAME DAY. emails staff to update 

their PRC and TAC books. DR also emails all teachers having them note on their 
records the student is a dropout. Until teachers receive "official notification of 
termination" by email from DR, teachers continue to mark student absent. 
"Terminated" is noted by students name in attendance book. 

8-21-13 INVENTORY CLASSROO\I EQUPMENT/BOOKS/SllPPLI ES -180 



An inventory of all classroom equipment/books/supplies is compiled on Friday, end of 
each drop/add period. Supplies are kept secure and DR/AA has the onlv key. As things 
are needed, they must be requested 24 hours in advance. WVBC does not keep a large 
inventory. DR scans copies of inventories guarterlv to \Vheeling 
GI\.t Friday at the end of drop/add period after books have been returned for credit. 

8-21-13 MEDICAL/ STUDENT REQUIRE'iIE'iTS- MA'iDATORY-120 
All medical students are required to wear scrubs what can be purchased at WVBC 
Scrubs can be purchased elsewhere but must adhere to WVBC color. Students are not 
permitted in classes without their scrubs. Teachers are responsible to uphold this policy 
daily. If student isn't wearing their scrubs, they are sent to DR immediately. DR explains 
if they do not wear their scrubs, they will not be permitted in class Student is warned in 
writing on -77 but can go back to class the first time. After l ' 1 warning, student is not 
permitted in class without their scrubs (Only exception to this rnle: {f.'r;tudent purchased 
scrubs.from fVVRC and they hm•e not come in yet. l.JR not(fies teachers hy l!__fl}lJ(/ these 
s1uden1s are pennilled in class 11·i1ho1tl their .H.:rnhs 11n1i/ supplies arriw.) 

1-1-13 STUDE'iT St:PPLIES REQUREME'iTS-120 
Tuesday AA and DR review \faster Book List for supplies for \tfedical and Legal 
Students during ih week 

8-21-13 REPORTING-STATE, FEDERAL, VA 
DR makes copies ofreport, completes a ·'draft'' and gives/scans both to G\1 G\,f 
completes both reports and discards '·drafts·' Copies arc made of each report-Two arc 
kept for Wheeling files and a copy is scanned to \lF for their correspondence files. 
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8-21-13 REPORT ACICS CAR-6-32-194u 
July-ACJCS sends C.A.R.to each campus DR who begins compiling information. DR 
begins a grid alphabetically, listing all students who attended their campus from July 1 
through June 30 of the previous academic year. (J11is il[fhrmalion is goltenfi·om the sign­
in sheets-32.) DR has the l CJ4a showing all graduates and the 6-showing where graduates 
are placed. (DR 11111st haw proqlm 11'/'ilinx (/they wish to eliminate the xraduate.fi'om 
beinx co11111ed in 1he p!acemellf record-i.e .01her co!!exe accep1a11ce letter. /e11er /!'om 
doctor statinx xrad. is unahle to 1mrk, pnH?fthe xrad. is in the militwy, etc. re1·ieir 
AC/CS criteria). CSR completes -6 and give to the DR. Once rough draft of report is 
completed, DR gives/scans to G\tl to reviev,' and inputs the report (/)ocume111ation is 
sell/ 11'ilh the reporl-fi, 32, 19../a and placemen/ e/imina1io11 fellers notices used. Jhese 
placement letters are not sent toA('J('S) Once G\tf sends both reports to ACICS 2 files 
are made ACICS-CAR (yr)'ff, ACICS-CAR(yr) Whg. G'vl scans l\F report and all 
attachments to J'\F DR GM notifies DR when Fll\""AL report is due usually in Sept. 



1-28-14 REPORTS-A'i'i LIAL-WVCCTCE-RE'iEWAL APPLICA TIO'i 
WVBC completes annual report for West Virginia Council for Community and Technical 
College Education to receive a license to operate in the state of WV DR is responsible to 
have papervvork completed timely by FA Report should be requested by January each 
year. received by February I and is completed and mailed to Charleston office by April 
l. If the report is not received. Whg.FA contacts Charleston . .'\F FA completes report on 
''scrap'· paper/scans to Whg_ FA to complete_ Whg_ FA completes for Wheeling and 
sends both reports to WVCCTCE. :r-.fake copies for corporate correspondence file and 
scan copy to "JF FA to file. Renewal Application for \VVCCTCE- \VVBC is to be 
bonded in WV-completed by \Vhg. FA \Vhg FA is responsible for processing bond­
(copy of bond kept in Wheeling file). 

1-28-14 REPORT-E'iROLL:\IENT-F AME-SSCR 
SSCR is completed by FA every 90 days beginning 3-1-14 FA\t!E transmission notifies 
FA when SSCR is to be completed. Title is "SR 7-Enrollment Reporting (SSCR)Rosters" 
follmved by list of names and SS#. FA completes All WVBC students on the report. 
FA\tfE software- click "Application" Click "Enrollment Reporting'' Program opens with 
FA\,tE blank screen Click ·'File'' Click ·'Open'' Program opens information screen (see 
graph) If there is a report, names are on lower corner (box 4). Click ·'student's name"' 
At top (box l & 2) appears infonnation concerning student. Two boxes are: Box 1 "dept 
of Ed''; Box 2 '·F A\t1E info". Below two boxes appears a 3rd box with information that 
needs applied, Box 3 lists same info as either Box (I) or (2). Lower right hand corner of 
Box 3 red rectangle reads ·'updates required.'' Click '·Box ( lfor '"(2)" depending on 
most accurate information (usually 2") Double check status box/enter correct status '·F­
Full time,"•'X-no/show'', "D-withdrawn'' ··G-Graduate'', etc. with ·'status update date" 
If proper information has been entered, red rectangle changes to gray-"Cpdates not 
required'' appears. Click ·'next student'' to continue report. Complete all students in 
report. WHEEL!t\G-1\fove mouse to lov,.-er right corner-click small square-looks like 
paper with lines drawn on it. This pulls up sub-files that say- ]\.,fAIT\-BRAT\TH-T\OT\E -
Click on ··Branch'' -Branch screen appears and shows-WHEELJ>JG BRAT\TH-
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.'\TTTER FORT BRANCH: Click one-Another report appears with same people on it if 
Wheeling Branch is chosen IfT\utter Fort is chosen, no names will appear. If they 
do, close program. (All changes are saved) Each campus is contacted verifying if these 
names are students at one of\\/VBC campuses Complete sub-report as previously done. 
Click each student and apply their information .BOTH C A\t1PUSES-Close report once 
all students have been updated. Choose •'file'· then ·'export·· It may say ··This batch 
contains unresolved exceptions·· If so, reopen file and rekey the information If you 
click ·'export" and FAIVIE says nothing, the report is ready Transmit to FA\t!E After 
exported to FAME, error reports are returned within 10 days. If reports are not corrected, 
unresolved students appear on next Enrollment Report. This report is received through 
F A\t1E and is sent to >JSLDS (1\ ational Student Loan Data System). This is a 
mandatory report required by '\JSLDSI This informs T\SLDS who is enrolled at WVBC 
and who is not. It can now be determined when loan repayment will begin-note: if 



dates/status in FA input and SSCR reporting are not the same, report will be returned 
until it is corrected. 

2-23-15 REPORT-ATTENDANCE -FAME 
FAME Attendance Report is taken from registration cards and sent Monday-12!!!. week 
of each quarter No Exceptions! Open FAME Electronic Service Products software. 
Click "open", then "Attendance ". "Attendance FAAT" window opens . Use down arrow 
to get to "year". Type in: (year-year) (As years change be sure to change these numbers) 
Hit "enter " and you are asked if you want to print report. Answer "no" -use right arrow to 
move cursor-hit "enter". You are prompted for student ' s social security number. Hit 
"enter". A list of student's names and socials appears. Up and down arrows allow you to 
move red box and select a name. 
Start first one and move through list up dating as you go. You will be prompted for 
"attendance effective " date. Enter date of next start month, day and year. Hit "enter". 
Data for student appears. At bottom of window, word "update" is highlighted in red. Hit 
"enter" and cursor (red highlight) should shift to next quarter info section. Use new roster 
to complete report. In first box (status) , use "F" if student is full time. If unsure about 
what letter to use, hit "enter" and a menu of letters appear-choose correct one and type, 
hit "enter " and cursor shifts to "progress" box. If student is PELL eligible enter "Y" - If 
not, enter "N". For cumulative credits, total student's credits to date (through end of this 
quarter) "enter". For "Credit/Term" add student's credits for new quarter from roster and 
hit "enter". Cursor shifts back to "update". Move, using right arrow to "save". Hit "enter" 
and go to next student. If not, move cursor to ' ' next" and try hitting "enter" again. If box 
appears saying "Date entered is invalid. Compare with student record ." Correct 
something in student's master file-make a note of correction. Student's name and click 
"ok". Proceed through list, making note of all error messages. After completing list of 
students, minimize attendance window and open "Student Master" window. Review and 
correct any mistakes in master files by using the following steps : 

Click on "locate", use student's social security number or last name to find their file 
Click on "edit" now. Check "expected grad uation date" on page 3- if it's earlier than 
next Quarter's start date, it must be adjusted (a student cannot continue if they have 
already graduated) . Next check page 4 screen . Student's "terms in program" should 
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include current quarter with correct beginning and ending date. Make appropriate 
corrections then page down to page 7. A box asks "Do you want to perform COA and 
unmet need calculations?" - Select yes. Remember to save changes. If you have 
corrected error/s you are able to send attendance report now. When finished with 
attendance report , close window and a prompt appears warning "If you close you may 
lose info"- disregard this . There is no choice -just click "yes" and window closes. 
Go back to FAME electronic services screen/click on "tools", "connect to FAME" 
Click on phone icon and computer connects to F A1fE. Send corrected attendance 
report . When you disconnect, you get a confinnation report that automatically prints 
"Kee p this as documentation that our report was sent." 

Call Denise at FAME to verify she is aware our report was sent and she has received. 
Check with Denise until she states she received the report.You are finished! You will 
receive PELL before next quarter starts . If anything is wrong, call Denise at FAJvlE 



Ext 163 or Diane at Ext 146. Have them walk you through it. Do not be shy about this. 
This is what we pay them to do. Call Fame whenever and as many times as you ne,ed 
to call them for assistance. 

1-1-13 NON-HIGH SCHOOL GRAD./GED-FA APPOINTMENT 
lf applicant is not a high school gra duate or hold a GED, AR does not make a FA 
appointment. 'Exception-if student is a current HS.Senior they do a FA interview. (See 
AR responsibility lo keep in /ouch with 11011-graduate.~) 

5-1-14 PROOF OF IDGH SCHOOL GRADUATE /G ED-5-l2-50a.b 
According to U.S . .Department ofEducation-(Deborah Marsh) and A.CT.C.S . (Sarah 
Frazier) these two agencies do not require colleges to have copies of high school 
transcripts or GEDs in the student files. It is sufficient that higb school credentiaJs are 
verified through the F AFSF A and the attestation the student signs with WVBC. (see fimn 
-5 and WVBC application) These agencies recommend we do not keep additional 
paperwork in student's files if it is not necessary. This could cause a "lack of 
consistencies" citation . Therefore , all we will need in the file for these agencies is the -5 
and WVBC application. HOWEVER for WV students only, one of the eligibility 
requirements to receive a WVHEG (HEAPS grant also) is the college must have a copy 
of student's GED or high school transcript if 
the y graduated or received their GED in past~ years. As FA is calling applicant to 
verify FA inte"1iew, FA asks if applicant has graduated/ received their GED within past 5 
years. If they have, FA requests they bring their transcrip t/ GED to their FA interview to 
have a f.QPY. made for their file. If applicant can't provide thjs, FA informs them they 
need to bring in $5 for WVBC to request their transcript from the state. FA immediately 
sends for a copy of their GED / high school transcript by sending 50a,b 
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6-3-15(5-18-15) PRIOR TO FA INTERVIEW 
FAFSA REQUlREMENT -FSA-ID # 

It is a requfrement of Federal Government that all applicants complete a FAS FA in order 
to qualify for Federal and State level financial aid for school. AR contacts FA to make a 
FA appointment for applicaht. AR has already taken applicant to a computer and helps 
them get a FSA ID at fafsa.gov before they leave AR office and also make corrections to 
P AFSA if applicant submitted a PAFSA at another school online for applicable academic 
year. To correct a FAFSA, AR has applicant log on to www.fafsa .ed .gov , have applicant 
sign in and chooses ''make F AFSA corrections" Applicant enters FSA ID and creates a 
password. Applicant selects tab " School Selection Summary " then go down to add 
school. Add WVBC 010861. ft doesn ' t matter ifit says Nutter Fort or Wheeling, click 
it, we are the same school for receiving funds. Applicant selects their appropriate housing 



option and next. Applicant selects tab indicating Submit/Sign. Applicant enters their 
FSA ID# and checks box that they accept terms. Applicant selects sign. 

5-29-15(1-1-13) FA APPOINTMENT VERIFICATION FA-4506 
FA calls applicant day before FA appointment , reminding applicant to bring the 
following: 

1) Signed tax papers for past year. If applicant stai1s in Feb., Apr., or May, they 
Need to bring in current year and previous year taxes. FA will make copies 
for file during appointment. If applicant can't access their tax information FA 
has them come to the. appointment without them (See Tax Request- 4506-
where to fax to get copies (d°taxe.\) 

2) Untaxed income information and documentation - copy for file 
3) Drivers License or State ID - copy for file 
4) 2 references minimum - name, address, phone #-how they are related 
5) If taxes are not filed yet, estimations are made. 
6) Requests e-mail address 
7) Requests if applicant has SAR, ISIR, ORN or FSA ID and if so bring in to FA 

interview. Explain that if they have this and don't bring it to the interview it 
will slow down the process. 

10-27-14 TAXES NOT COMPLETED YET-HIGH SCHOOL SENIOR-PARENTS 
FA calls applicant day before appointment explaining to applicant/parent it is import ant 
to do FA now in order to be submitted by March 1 to be eligible to apply for state grants. 
FA explains to parents who may not have complet ed taxes yet , estimated amounts are 
used to complete F AFSA. FA reminds them at least one parent and applicant must come 
to appointment.FA administers evaluation. Loan is completed but not submitted. Explain 
a second interview is mandatory near graduation date. FA notes on FA calendar date 
and calls applicant 1st week of month expected to graduate to set a 2nd i.nterview. After 
2nd interview is completed , ISIR is reviewed/signed and once ALL paperwork 
is completed, applicant is considered an enrolled student. FA explains that a high school 
transcript must be in their file in order to receive state grants. 
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10-27-14 
ISIR-If applicant submitted a F AFSA to another school for same academic year they are 
to attend WVBC , FA asks applicant to bring their ISIR with them to the interview if they 
have one. ISIR correction can be made to add school code m 0861. The day the ISIR is 
printed, FA calls student out of class to sign DAILY. If student is absent FA notifies DR 
who sends email and calls student to tell them their FA paperwork has arrived and they 
need to come in to sign as well as attend classes . Ex plain to student that they will have to 
repay all money issued to them if paperwork is not signed. They do not want a bad record 
with the Fed. Govn. DR must encourage student to attend classes as well as signing(ISIR) 
ALL ISffi MUST BE SIGNED and dated for each academic year student attends! 

5-18-150(10-27-14) FSA ID 



FA calls applicant and explains they need an FSA ID before FA is processed. Applicant 
will have a FSA ID# if they went on line with AR. (Jfthey have a FS:4 ID- FA co,~firms 
appoi11tme11t) 

10-27-14 NSLDS -WVBC AWARD LETTER-(20) FIRST TIME BORROWER 
FA checks NSLDS to see if applicant re.ceived FA that award year from other schools. 
If FA was received during award year they attend WVBC, copy of previous college's 
NSLDS record is prillted . FA places in their file. (This amou/11 is used in FA package on -
20) FA verifies if applicant has rnceived a previous loan . lf they have not they w1ll be 
considered a ''First Time Borrower ". (see Finii time borrower) [f not 
a first ti me borrower their qtrly loans will be sent to WVBC (I 0) ten 
days before the start date . This occurs each qtr. until the academic year is over. NSLDS 
report is placed in student's file. 

10-27-14 FILES-NEW PRE-PARED-(1)-(79) 
One day before appointment, FA reviews app for accuracy and compJetion_ App and -1 is 
filed in file with applicant's name printed with black magic marker on tab. Current 
file -79 is stapled to front/inside of new file. As work is completed/received 
place checkmark/date on line and place in file as received . 

5-18-15(1-1-13) FA INTERVIEW PROCEDURE 
ORN- DATA RELEASE NUMBER 

If applicant does not have an ISIR:FA has applicant go to www .fafsa .ed.gov to "add 
school code" to F AFSA. FA gives school code to applicant to enter on F AFSA. 
If student has FSA ID already: FA department has them add WVBC school code in 
F AFSA nowl This takes 3 business days to receive. ISIR will appear in FAME . If using 
ORN : FA department opens FAME program and goes to Student Selector. Find student's 
name. Open ISIR file : Click on corrections icon. Select SAR as correction. Enter student 
ID number-social security# plus first two letters of last name then 01 and DRN lf 
applicant brings in SAR , FA opens FA.ME, goes to Student Selector, enters DRN. FA 
opens ISIR file, clicks corrections, select SAR as corrections. Enter Student ID and 
ORN. CompJete SS# on Page 1 and complete school code on Page 7. Exit using icon on 
Page 7. Print correction and hit transmit button to send correction to FAME. 

1-1-13 
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DEFAULT-NSLDS 
IfNSLDS shows applicant is in default, FA explains what must be done to get out of 
default. (Call !-800-8./.8-09 79 in the FA C?tfice). If applicant is not willing make a 
payment plan, immediatelv stop! If applicant is agreeable to a plan, FA. does a counseling 
session now. Monthly check is given to .FA Dept. to mail . (Dl!-l·AULTLR-COUNSELING 
SESSION) 

1-5-13 DEFAULTER-COUNSELING SESSION 
FA interview continues, based on the following : 
Quantitative and Qualitative Analysis. 
Quantitative Formula: Amount of approved WIA (if eligible) or "other'' funding, 



i e. VA etc.-Quarterly default payments minus fees-greater to or equal to zero. 
If no-applicant receives a minus rating. FA stops FA process now. AR is called to the 

office and explains applicant is not eligible to attend \\/VBC: currently because of their 
default status. AR decides now if they wish to spend any further time on this applicant. 
It is now the applicant's responsibility to get out of default with the help of the AR if the 
AR feels time would not be "wasted" with this particular student. 
If yes-applicant receives PLLS rating from FA and may continue to Qualitative analysis. 

ARIF A/DR meets to discuss qualitative analysis. Qualitative Formula: If applicant's 
situation hasn't changed since default-i.e., no job, kids, abuse, drugs, principle amount 
owed is too unreasonable etc. even with a job, applicant receives, minus rating If 
applicant has a job, family support, recent low default principle, good attitude, applicant 
receives plus rating. Plus rating in qualitative and quantitative analysis results in AR/FA 
aggressively helping student on a weekly basis to secure funding to get out of default. 
A+ rating results in FA doing required paperwork to help applicant out of default. 
FASFA is completed now. D/L is partially completed but not __ submitted until letter of 
"non-default" or ISIR stating "out of default" is in file. "Other" school loans (if any) are 
consolidated now Once completed, applicant can begin classes next start. AR 
completes a new application now for new quarter. FA makes arrangements-dates and 
amount of payment to be made, this is when applicant will bring their monthly payments 
to be made to the agency and given to the FA to mail (1\'0 EXCEPTIONS. PA YJJENTS 
ON TIME OR STU/JENT IS TERlcl/NATE/i.) 

1-1-1 J ENTRANCE EVALt:ATIO'i -66 
Before intcrvicv,·, FA administers -66 2 pencils, scrap paper and -66 arc in the file FA 
tests applicant in FA office. AR/DR talks with parents, husband, etc. until completed. 

1 Applicant writes their full name and date on front of evaluation 
2. Explain there are two pages to the evaluation 
3 Explain evaluation takes l 5 minutes(if they finish early, review) Advise not to 

spend a lot of time on a question Skip some then return to them 
4 Explain grading is based on number of correct ansviers Don't try to do all 
5 Stop evaluation after 15 minutes, contact AR who takes them to their office. 
6 FA grades evaluation If AR is out DR meets with applicant. 
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7 Total correct anrn:ers are placed on top right side of evaluation 
a) minimum of20 must be made to enter Degree Programs. Exception­

minimum of25 must be made to enter OAMA/OANAA-HHA Degree 
b) If applicant did not score high enough for program enrolled in, FA infom1s 

DR. DR meets with applicant and explains requirement for degree 
programs. Applicant can enroll into the corresponding diploma program and 
after graduating can enroll into degree program corresponding with diploma 
program they graduated from DR completes a new app for diploma 
program. (discard old application) Applicant returns to FA and completes 
interview. There is no retesting 



5-1-14 PORTFOLIO-APPLICANT 
FA makes copies of everything applicant signs and gives to applicant to keep for their 
own records. If they have to request copies , they will have to pay for them in the future. 

1-1-13 GRANTS-20-94 
FA speaks of PELL Grant only at FA interview. Once applicant is accepted as a student 
and begins classes, FA applies for "other" grants student may be eligible to receive. If 
student is eligible for any grants not shown on the award letter -20 a new -20 is 
completed with student. Any grant received will be reflected on the students Tuition 
Account Card. If this "extra" grant causes an overpayment, the over payment is to be 
returned to the D/L program per catalog the day overpayment occurs. Students wishing to 
"change" their -94 must do so by appointment onlv during drop/add period witlt FA. 

5-18-15 (3-6-15) GRANT APPLICATION 
Applicants must apply for PELL. FAFSA is completed on line with applicant. FA 
searches FAME ESP Student Selector for applicant's Social Security number. If 
applicant's number is not in system 
a. FA enters applicant's information to create entry. FA does not click on FAFSA link. 
b. FA clicks on ISIR then clicks green check mark to review. 
c. FA clicks F5 on keyboard to update change. 
d. Transmit changes 
e. Online at www.fafsa.ed.gov confirmation page. Use FSA ID as signature 
f lf ISIR is not received within l days, FA contacts FAME! FA must remember 

deadline for submission to be eligible for WV grant is MARCH 15!!! ...!, 

1-1-13 STATUS-LOANS-20-86 
Applicants must be enrolled at least ha]f-time to receive student loans. All applicants are 
independent or dependent. FA follows FAME manual to determine status. Applicant 
applies for un-subsidized loan if PELL/Subsidized loans do not cover charges on -20. 

6-25-15 (4-15-15) VERIFYING PAPERWORK-IN FILE WITH IS.IR 
FA verifies all incomes of any kind that is shown on the ISIR matches with all 
information shown on signed taxes, both student/spouse/parent. 
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8-27-14 NON-FILER FAME FORI\-1 A-10 
lf applicant did not file taxes , they must complete a FAME form A-10 during FA 
interview. 

1-1-13 FffiST TIME BORROWER 
FA explains if an applicant has never received a Federal Student Loan, they are 

considered a " first time borrower " . FA has reviewed NSLDS before applicant came to 
determine this. Applicant must be seated for 30 days before loan is received. School 
should receive loan money at the beginning of each quarter. F A_explains until loan and 
grant comes in, applicant will not receive any "personal school expense". FA reiterates 



disbursement procedure at WVBC Students do not go to the office asking if their 
checks are in. 

1-1-1) FAME-CREATING STLDENT RECORD 
Double click "FA:\1E"" icon on desktop When it opens choose student selector on 
tool bar (I st picture of a person) Click new student (picture of a blank page) Enter Social 
Security# and name. ··ok'" Add student to appropriate campus "ok'' until you see the 
student's name and picture of a folder. Click on folder (or -sign by folder) FA sees a list 
containing the following name, a folder labeled WES052 for Wheeling or WES'.215 for 
'\Jutter F01i - F ASF A !SIR. Eligibility & Verification. FA input and direct loan. (Refer 
this as the ··Student List" \\.,hen referring to ""student list" pull up this screen for student) 

2-27-15 TAX REQLEST 
A signed tax return must be in student's file for ALL students to be verified. These are 
copied and placed in file labeled '·Tax Verification (yr)"and kept in FA desk. If they 
are unable to bring in tax papers, FA goes into IRS gov. :\"OW and complete the request 
In approximately 30 days, tax papers \vill be received and FA is responsible to get from 
the student After 30 days FA IS RESPO:\SIBLE TO CONTACT STt:DENT 
DAILY UNTIL TAX PAPERS ARE BROUGHT IN! NO '.\1O:\EY CA:\ BE 
ISSUED WITHOt:T TAX PAPERS IF VERIFIED! As ISIR is received and 
needs verified FA gets it signed and places in student's file and puts tax papers in student 
file. Reminder: taxes are needed for applicant as well as parents (guardian) if 
applicant is a dependent. Only student's who_are to be ""VERIFIED'' have tax papers in 
their files AFTER TWO YEARS, TAX FILE IN FA DESK IS DISCARDED FOR 
STUDENTS WHO ARE NOT \'ERIFIEDI 

8-27-14 VERIFICATIO:\ WORKSHEET-(FAME form A-8, FA'.\IE form A-9) 
DEPE:\DE:\DINDEPENDE:\T 

Applicants are independent/dependent. If all answers to Step 3 of F AFSA are no, they 
are dependent of their parent. If yes to any of questions, applicant is an independent. A­
S or A-9 must be signed and in file if ISIR is to be verified -~_<_l_gh academic year. 
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8-27-14DEPENDE:\T CLAl'.\11:\G INDEPENDE:\CY (FA'.\IE form A-7); (169) 
If applicant is a dependent and daiming independenrv, FA proceeds per FA.VIE 
manual Documentation must he in student's file! If applicant states '"Parent does not 
want to be responsible'' this is ~an acceptable reason to use a dependency oveJTide. 
Applicant must have a "parent's letter of refusal to help student attached to FA\,fE 
form A-7_ >l"o dependencv override is awarded until documentation is in file to award 
ove1Tide per FA~JE procedures. FA sends all requests for overrides to FA in Wheeling to 
approve/deny in writing.··Approval/denial is filed in student's file. 



5-18-15(1-1-13) PARENT PLUS 
LOAN Parents are 
responsible for their child's education per US.Government. If applicant is considered 
"Dependent", parent must apply for a Parent Plus Loan. FA enters parent's SS#, I ~1 two 
letters oflast name, birth date, mm/dd/yyyy- FSA ID to www .studentloan .gov, . Select 
"request Direct PLUS Loan." (should be 2nJ item in bullet list) Select "Parent PLUS'' 
next screen, answer personal questions/school infonnation. Choose WV in school's state, 
drop down box, choose "WVBC" for Whg. & NF. Do not choose WVBV-NU for either 
campus-no funding will be received. 

1-1-13 PARENT PLUS LOAN-DENIED: 
FA prints denial ~files. Applicant is eligible for full Un-subsidized loan in their own 
name. For official denial letter, FA clicks "PLUS Correspondence" link on left side of 
screen/main loan home page. Applicant is eligible for full loans as an independent. Copy 
of denial letter Must be in student's before unsubsidized Loan is applied for. ![ 
accepted: FA completes sub/unsubsidized l'vIPN (Master Promissory Note) for applicant 
and a Parent Plus MPN for parent 

5-18-15)(3-6-15) ENTRANCE COUNSELING-
ONLINE Direct Loan recipients must complete entrance 
counseling. FA goes to www·.studentloan.gov and has applicant enter SS#, I st two letters 
of last name, birth date, (mm/dd/yyyy) and FSA ID. Select the following ''Complete 
Entrance Counseling". First item in bullet list. Next screen, "I am an undergraduate 
student", and "Continue", choose WV- in school state-drop down box, chose "WVBC" 
Wheeling and Nutter Fort. Do not choose WVBV-NU either campus or no funding will 
be received. FA has applicant read and answer questions throughout the counseling 
entering the appropriate answer. If the answer is incorrect enter another answer. There is 
no limit to attempts. Questionnaire states "Correct or incotTect". Applicant works their 
way through all Tabs and questions. Enter FSA ID and select Agree then Select 
"Submit" at bottom. Print confirmation/file. Select "Submit'' at 
bottom. Print confirmation/file. 
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5-18-15 (3-6-14) MASTER PROMISSORY NOTE-APPLICANT 
Online Entrance counseling is complete. Click "Home" tab in upper left comer to main 
page. Click "view Master Promissory Note". Nameidate must be printed at bottom of 
page if MPN was completed correctly. Printed name/date indicates student signed with 
their FSA ID. Copy of first and last page must be made for student's file. Last page 
MUST be signed. 



1-1-13 MAXJMlJM LOAN AMOUNTS-SUB/UNSUB/PLUS 
In order to determine the maximum subsidized, unsubsidi zed and Pl us loans, FA dept. 
refers to the most current Student Aid Handbook and/or at http://ifap.ed.gov /sfahandbook 

1-1-13 AW ARD LETTER/COMPUTATION-20-94 
This forms must be comp leted for all applicants . While applicant is in school -20 must be 
updated EACH academic year and when there is a change of any kind. New -20 is 
attached to top of "old '' -20 . FA department posts all charges shown on current "Tuition 
cost" page in WVBC catalog. Medical applicants are asked their size to order scrubs 
and how many they wish to purchase from WVBC . A note on spread sheet in posted 
(size and amount). AJI charges are totaled and posted. Total amount 
of subsidized direct loan (maximized) to be received is posted directly under total amount 
nf Pell to be received. "How much money have you put aside for your education" is 
asked and noted. The unsubsidized loan will vary. Again, at this time, remind 
students not to borrow more than they will actually need. Ask if they will be working 
while attending school or will they need money for "educational expenses ''. Explain it 
may be possible to get $100/$200 monthly for "educational expenses " . Explain 
"Personal School Expenses " now. If after -94 is completed and -20 totaled, student 
DOES NOT want P.S.E., write "STUDENT DOES NOT WANT P S.E.". If student still 
owes a balance, payment plan is worked out NOW! Payment schedule is written 
on bottom of -20 and TAC. Quarterly payment is made the first day of school 
directly before orientation. If payment is not made, books and supplies are not given to 
the student. FAM explains this to applicant. Student signs -20/dates. F.A. interviewer 
signs/dates. 

5-14-15(4-15-15) FA-PERSONAL SCHOOL EXPENSE CHECKS -20-63-94/ 
DISBURS EMENT & ATTENDANCE 

Ask applicant NOW "how much money do you estimate you will need monthly for 
school related expenses?" Applicant completes -94 now listing items and money they 
anticipate will be needed monthly for educational related "personal school 
expenses " .(P.S.E.) Complete line total amount for that academic year. Separate into 
equal monthly payments until end of academic year. Complete line showing monthly 
payments student will received . Explain this can be changed in the future but CHANGE 
MlJST BE MADE DURING DROP /ADD WE.EK ONLY. Student and FA 
interviewer MlJST sign and date -94. A student disbursement roster-63 is sent to VP to 
write checks for students as soon as student has enough credit on their TAC. FA 
department emails students when they are to come in on Friday 10:00 a.m. A to M 
11 :00 a.m. N to Z. If student cannot make their scheduled hour, they can come in any 
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time after 12:00 noon until 3:00 p.m. same Friday or Saturday 9:00 a.m. to 1:00 p.m. If 
student cannot make those days , they must make an appointment with FA for Monday 
between 2:00 p.m. and 5:45 p.m. 
NO EXCEPTIONS! At this appo intmen t the FA explain to student that in the future if 

they don ' t pick up their check on Friday/Saturday, they may not receive their check until 
the followin g Friday. Every Monday during the quarter , a new -63 is sent to VP if TAC 
warrants issuance of check s. FA must check -72 to verify student is making attendance 



before requesting check. If student is not making attendance (7O°·o first~ weeks or 
60°·0 remaininu weeks) no check is requested for student at that time. Pick up time is 
same as above. (Whg-l7wrsdt~v-I-A emails students to pick 11p checks 
h·idaySaturday.A'F-J-A doesn't email student.s until checks are receiwd) 
ATTE:\DA:\CE and Financial Aid Check -77-If a student misses 30% or more in first 
2 weeks of their classes. (first day of schedule for new students. first dav of quarter 
for returning and re-entering students). an e-mail, a text, and or a phone call is be made 
by FA to student informing them that financial aid will be put on ''hold'' status due to 
low academic perfonnance/low attendance and they must meet with DR before checks 
are distributed. DR. during direct conversation with student. strongly tells student that 
their absenteeism is unacceptable and will not be tolerated by WVBC or future 
employers 
DR tells student status will be released once they make at least 60% attendance to 
maintain academic eligibility. O:\CE 60% IS ACHIEVED, STUDE:\T \\-'ILL 
RECEIVED CHECK(S). All conversation is to be recorded on a-77 and placed in 
student's file immediately! (( 'hecks will he distrih111ed under normal WI 'H( • 
procedures). i e. if6O% is achieved on \.fondav student will not get their check until 
Friday/Saturday as lonu as 60°-0 is maintained. Anytime attendance is less than 601½1, 
the above procedure will be applied. Anytime during a quarter a student falls under the 
above procedure, their check will be distributed by the Director O:\LY. At that time, 
Director reiterates the importance of attendance and how it defines them, not only as a 
responsible and conscientious student, but a future employee. ff problem was corrected. 
congratulation is warranted. ff attendance continues to be poor, drop out procedures 
should be considered by DR It is the DR's responsibility, FA and Department Heads to 
monitor attendance and communicate with each other at all times. -(- :-:-comr,feh.:d) 
Thhi entire poliq will be explained to all .'ittulent.'i at ereq· regi.'itration hr FA dept! 
1-1-13 VOLL:\TARY ACTHORIZATI0:-1 (37) 
Tuitions. fees, supply money must be paid in full before starting classes Cash/ 
Checks or money order are accepted at FA office. If other arrangements have been 
made with FA, see below: 
Government/agencies move slowly. Signing the •'Voluntary Authorization", which is a 
good faith document permitting students to attend classes while waiting for FA. U. S 
DOE.distributes money quarterly If, after all tuition/fees/ supplies are paid in full, there 
is an overage on student's account student may choose one of the following: 

a. \VVBC holds funds to apply towards charges for next quarter, many times 
eliminating waiting periods for monies to be received. 

b.\\-'VBC returns all excess funds to the proper agencies per catalog ASAP. 
({l111011ey is owed, 1·01u111a,y Authon::.alton permits the college to do a "Post 

H'i!hdrawal" to draw down e/igihle money, lO apply to s1ude111 's account.) 
45b 

b If student requests expense money, equally divided excess funds by number 
c. of months in their academic year/distributes excess money to student monthly If 

student does not want to sign -37 or to rescind they can, however, all money owed 
must be paid within 24 hours or they are terminated for non-payment. All 



refunds due are processed immediately-no PSE checks are issued until account 
is paid in foll. 

3-15-14 DEPARTMENT BEADS 
All Department Heads work with pav @$12 ~ hour for f. hours ~ week. Times are set 
at beginning of quarter and recorded . During these 24 hours per quarter, department 
heads focus on retention (either direct co11versatio11 with student , monitoring 
appropriate teacher 's conversations with students, teaching skills, or enthusiasm toward 
I.heir classes). Department Heads devise one (I) marketing idea for their program. They 
submit one (1) improvement idea for their program. Involve students in their program in 
one (1) community activity. This activity can be initiated by WVBC, in conjunction with 
outside agencies or other department heads. A written article is submitted to the Director 
for newspaper, web page and face book publication. (See Calendars.for meetings lime 
with DR). 

1-1-13 AGENCY PAYMENTS 
If applicant states an outside agenc y will pay for tuition a.nd fees/supplies or books ,. 
applicant is treated as a regular applicant until a written contract is received showing 
exactly what agency is responsib le to pav to WVBC on behalf of applicant. FA explains 
loans and grants must be applied for to cover aIJ charges . FA reviews charges verif ying 
what the contract covers. Whatever contract does not cover, balance is covered with 
grants , loans and personal cash payments. Direct Loans are de-obligated by FA, once 
contract is sent to WVBC and it is determined there will be an overage paid. 

1-1-IJ AGENCY FOLLOW UP 
FA keeps in their phone log list of agencies and update s quarterly. 
1-1-13 VET ERANS 
If applicant is a Veteran and previously attended another college, academic transcript 
must be obtained from college previously attended . A.pplicant completes request 
during FA interview . FA mails same day, Veterans must complete a F AFSA and ate 
processed as a non-veteran in regard to loans and grants. FA verifies on line, in order to 
certify veterans at https://vaonce .vba.va .gov. Once notification is received by .FA that 
Veteran is approve d for benefi ts, portion ofDirect Loan that may not 
be needed to cover all costs are de-obligated . If changes occ.ur while veteran is in school, 
graduation date/credits/change program , dropped out-Veterans Administration is notified 
of change immediately at th.e above address . College gets notification from VA 
monthly tbat a check has been issued. Once Ve.te.ran leaves WVBC, FA is responsible 
to immediately 
notify the VA on line at the above address that student has been terminated on the day 
the DR terminated them. PA prints copy of notification for file . NF-_Original Veteran's 
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file is given to Wheeling and a '·copy" is keep at Nutter Fort campus for review by the 
agency once the Veteran is no longer a student. Tuitions, fees , suppl y money must be 
paid in full before starting clas ses . Cash/checks or mone y order are accepted at financial 
aid office. If other arrangements have been made witb FA office , see below: Government 
or agencies move slowly. Signing the ''Voluntary Authorization ", which is a good faith 



document, pennitting student to attend classes while waiting for financial aid to arrive. 
U S Department of Education distributes money quarterly If, after all tuition/ 
fees/supplies are paid in full, there is an overage on student's account, student may 
choose one of the following: 

1.WVBC holds funds to apply towards charges for next quarter, many times eliminating 
waiting periods for monies to be received 

2.WVBC returns all excess funds to the proper agencies per catalog. ({/money is still 
mn.!d by the studem, the f ·otullfmJ' Authori::afirm permits the co!!exe to do a "post 
H'ithdrmrn!" fo app~v to the student '.s account) 

3 If student requests expense money. equally divide excess funds by number of months 
in their academic year/distributes excess money to student monthly 

Funds are not distributed to a student before account is paid in full I All applicants must 
read and sign Voluntary Authorization-37 pennitting WVBC to manage their money 
once received. 

1-1-13 GRA:\TS-STATE 
WVHIGHER EDllCA TIO:\ GRANT-DIPLOVIS(HEAPS)DEGREE(WVHEG) 
:\EW STllDE:\TS: 

1-1-13 HEAPS GRA:\T 
DIPLOtv1A PROGRA\'fS 0:-,.JL Y-F A at each campus is to complete an application with 
all campus programs listed to be considered for approval for HEAPS funding and send 
to \VVHEPC by l\TARCH 1. (WVHEPC notifies each campus of which programs that 
arc approved for funding FA contacts WVHEPC to determine \vhcn new application for 
HEAPS will be available. FA prints a copy for each eligible student and calls into office 
to complete/sign each academic year. FA is responsible to verify current eligible students 
have completed an application and gives to FA by July 1 '1 FA faxes to WVHEPC the 
applications day they are completed. FA calls WVGEOC assure faxes were received day 
after faxing until FA is satisfied WVHEPC has received applications 
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2-27-15 WVHIGHER EDllCA TIO:\ GRANT 
DEGREE PROGRAMS. Applicant is automatically applied for WVHEG if F AFSA is 
completed by March teach year. Applicant must be a resident of WV and be PELL 
eligible. FA follows policies and procedures required by WV Higher Education Policy 
Commission. (HTHlcPC), and Title 133 Series 42 of the WV Higher Education Grant 



Program . This must be reviewed by FA each year noting any changes. FA MUST re­
ill!l!!I for this grant vearly for ALL seated students by March I. All new students 
must apply by March 1 also. FA organjzes groups of current seated students by 
detennining when student has a free period and the computer room can be used to submit 
a new FASFA FA supervises the students answe1ing questions if necessary (Organizing 
this should be started.first week in Februa,y-students who are absent, the F'A AfUST ctlll 
them telling them they need to come i11 a <;omplete this or they will get 110 finanda/ aid 
for the new academic year.) Whg. FA requests status of eligible students 10 days before 
the start of the Fall, Winter, Spring quarter onJy. FA reports students who are no longer 
enrolled or \-vho are academically ineligible by going to http://wvhepc org/dataxchange/ _ 

1-1-13 FEDERAL PELL GRANT 
Federal Pell Grant Programs provides need based grants to I.ow-income undergraduate 
students to promote access to postsecondary education. Grant amounts are dependent on 
the student 1s expected family contribution (EFC); the cost of attendance (as determined 
by the institution) ; the student's enrollment status (full-time or part-time); and whether 
student attends for a full academic year or less. Applicant applies for PELL by 
completing and submitting a FAFSA eac;h academic year to www .fafsa .ed.gov website. 

1-1-13 FE.DKRAL SEOG 
FEDERAL SEOG-If a student is less than halftime they cannot get FSEOG. This is a 
needs based grant to help low-income undergraduate students finance cost of 
postsecondary education. Three weeks after F AFSA has been completed, EFC 
detennined and new/re-entry student has received first PELL d.isbursement, SEOG funds 
are awarded if there are funds available after returning students have been awarded. 
Eligible students are selected first from those with highest Expected Family 
Contributions (EFC) who are Pell eligible. lf SEOG funds are still available, 
SEOG can be awarded to students with the highest expected family contiibutions (EFC) 
who are not PELL eligible. Matching funds of 15% from non-Title IV programs-Grants, 
WIA, TAA, TRA, REHAB, VETERANS, etc must be collected. 
SEOG PROCEDURE-0 to 1000-E:FC- FSEOG total award for academic year $300 

1001 to 2000-E:FC-FSEOG total award for academic year $750 
2001 or above-EFC-FSEOG total award for academic year $900 

To detennine awarded amount for each quarter, total amount awarded is divided by 
number of quarters left in student's academic vear from their start date. EXAMPLE: 
WINTER START-3 quarters left in academic year-full amount divided by 3 
SPRlNG ST ART - student has 2 quarters left in academic year-full amount divjded by 2 
SUMMER START-student has 1 quarter left in academic year-full amount divided by I 

(Read F ederaJ FA Handbooks for '"other" problems with SEOG) 

8-21-14 
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CATALOG-57 

FA informs the appljcant ofWVBC catalog that is on the WEB page . Ask them to review 
it and if they have any questions to please contact the FA before registration. Explain 
that if the applicant prefers a hard copy they must sign a -57 requesting a printed hard 
copy. FA prints catalog and is given to the applicant at registration. Applican t must sign 



-57 again acknowledging receipt of catalog. The receipt is filed in student's file. FA 
must verify the catalog the applicant enrolled under is the one printed. Once FA is 
complete. FA takes applicant to DR and introduces them 

12-5-13 AFTER FA INTERVIEW 
ACCEPT A:\CE/TOLR-I-22-46a-o- 75-79-98-125 

148a(1 )(2 )- I 48b(1 l(2) 
FA reviews contract for accuracy-it must show previous colleges attended or 'JA is 
written on line, graduated high school/GED completed, (copies (?f(;J,;!) need./(Jr HT 
app/ical/ls- 011(v grad11ati11g pas/ 2 year.;) references with different addresses -all lines 
completed and evaluation score appropriate for program on contract Once all FA has 
been completed and DR is I'J THE OFFICE FA gives file to DR and introduces 
applicant. (ff anything need\· hmughf fo fhe affenlion r?flhe /JR, FA ;.vriles a nofe on -I 
and placl.!s infi·om r?f thi.!.f1le.fhr J)R to tl.!t'il.!11· heforl.! hegim1ing the acci.!plm1cl.! 
procl.!d11re. (applical/l misundersland.; some1hi11g allitude i11 gl.!nera/-JJR m11s1 addres.; 
fhe prohli.!m immi.!dlllfi.!(V) DR glances through the file verifying test score matches the 
program on application, DR speaks with applicant for a few minutes concerning their 
future at WVBC and specifically the importance of attending on a regular basis Once DR 
is comfortable that the applicant is acceptable, DR signs and dates the application, makes 
a copy and gives to the applicant congratulating them on a wise decision for their future. 
DR informs them they will be receiving an official acceptance letter through email DR 
tours the campus with student. DR adds to -I if there is something they wish to note. 
File is given to front office who completes -22/46a-o/75/ 79/98/ l 48a( I). l 48a(2), 
148b(I), 148b(2) and emails a-125 To participate in Title IV funding, an email address is 
required. 

DR IS :\'OT AVAILABLE-FA makes copy of contract and gives to applicant and 
takes applicant to AR who take them on a tour. Once tour is completed, AR infonns 
applicant they will get an acceptance letter from the DR and congratulates the applicant 
again about the \Vise decision they made to attend \.VVBC FA places applicant's file on 
DR desk to review as soon as DR is available. (Once !JR is mw/ah/e !JR reneirs the.file. 
{/the note 011 !hi.! -I neech· addressed, J)R calls applicant AX4F to dear up the commellf). 
\.Vhen DR feels all has been addressed, DR congratulates applicant on being accepted to 
WVBC DR notes on -1 addressing the ·'note'' on -I by FA. 
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4-15-15 REPORT-WEEKLY AD,IISSIONS -22 (W.A.R.) 
On \fonday morning at no later than 9 00 a.m, FA emails -22 to DR. DR reviews for 
accuracy and emails to VP, President, G\,f and Wheeling's AA. All names on the 
spreadsheet for the past week-including Saturday that have COI\.IPLETED should be 



shown on -22 (/·A must Fer((y that ,)jJread,heet-Jhermometer-FRC-JAC-J-AC match) 
AA uses -22 to order \fodical/Legal Supplies 

6-3-15(5-22-15)PRC-49a-i/THER:l,IOI\IETER- 75/STUDENT I:\ FORI\IA TI0:\-84 
SPREADSHEET-98 

When A/R gives applications and -I to FA dept.. FA posts information on spreadsheet. 
((J11arterly ,1,hen FA receiws updated 8-1, neir phone numher and address is placed on 
JAC). Immediately after applicant completes FA interview, applicant is taken to DR for 
acceptance/denial, FA posts to spreadsheet -08 all information received at interview. 
(Re-entrie.,·-!JR rerinrs ernl11ation in.file ,·er(f.'illJ! student score is appmpriate./(Jr the 
pmgram they are entering)After DR ··accepts'' applicant on their application, DR prints 
in pencil on Thennometer student" s name, \vhen student v.:ill begin classes and AR 
initials. Vlst11Je1111..Ym1.xls-11ame is erased hy DR 011 -.75 a11J 1wt(ftes J<A to "pink" out 
name on VJreadsheet). DR gives folder to AA to process as a newly accepted student. 
AA makes a PRC, posts classes in p_~_l}_(:'._i_l_ for l) __ ~_:,:J ~Jc1,1j_ if that is when the student will 
begin classes per application and places in back of PRC book. AA gives file to FA.FA 
prints a TAC & F AC, posts and places in back of TAC book FA notes on Student File 
Checklist -70 items in file and files in black fireproof file cabinet behind the quarter 
divider this student will begin classes Each Friday, DR reviews (:5J verifying names are 
same as on spreadsheet. FA/AA verifies PRC TAC/ FAC match students. (NF-AA scans 
-19a-i to I'J'frn· scheduli11;z pwposes. 
1-7-15 FA\IE PROCESSl:\G 
Within 24 hours after FA has input loans/grants to FA\,fE, it is mandatory FA checks 
\Vith F A\1E to verify receipt of loans/grants application and if accurate. If F A~IE states 
there was an error, FA rectifies error immediately and processes that day 
1-7-15 !SIR SIGNED-SEATED STUDENT 
Everv morning, FA checks FA\1E for ISIRs. As ISIRs are received, FA completes 
eligibility and verification on ISIR for PELL payment. FA must review infonnation in 
file ve1ifying what is on the ISIR. FA immediately calls student out of class and has 
them sign ISIR. IfISIR shows student is in default, FA highlights in pink. (fhi., .Hudellf 
has already worked out with J,A a pavment schedule to get out of'Jefcwlf-1-A re1·1ew, 
.file TAC l'er(fy'ingpmt wTanJ!ements). SIGNED ISIR must alwavs be in student's file 
for each academic year or each time PELL grant (f-A1'5A app) has changed 
FA and DR need to review these WEB Sites at a minimum of once \\-'eeklv on Fridav .. 

ACICS-wwvi ACICS.org 
DOE - http/led gov/ 
\IF User: acicsnf- Pass \vvbcnt7605 
WHG:User: acicswhg - Pass wvbcwhg1052 

If any law changes by DOE or pertinent information relevant to the Criteria at ACICS 
effecting \VVBC are released, DR and FA review manual to see if the procedure needs 
updated. (DR \vill follow ·'suggestion'' procedure in manual) 
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1-7-15 DEOBLIGATl:\G STl:DE:\T LOA:\S-RE-PACK<\.GING 
De-Obligating-(reJucin_{,T loans hy amount qffimd,· expected to he co!!ected that ll'tll hem 
excess r?f1rhat student will mre Wl 'H(' and personal e__xpen.\"es). PELL and SEOG are 
entitlements and cannot be de-obligated. (Always check "other" moneys Jue to come ill 



_(,'Ofn agencin) Un-subsidized loans are de-obligated first and if necessary, subsidized 
loans are de-obligated second. If student will collect excess money. FA de-obligates 
money before their last quarter. FA verifies student has applied for enough money to 
pay off all tuitions and fees that have/will be incurred. Friday of the:!.!!! week, FA 
detennines if loans need de-obligated. \Vhen too much money is expected, FA de­
obligates amount that will not be needed by cancelling the portion expected to come in 
from the Ln-subsidized loan As monev is received. FA issues -198 to the student. Copy 
is kept in student's file. Quarter BEFORE a student is expected to graduate, FA )-llTST 
review ALL T AC/F AC verifying too much money will not be collected 
their final quarter. !fit appears too much monev will be collected their final quarter, FA 
de-obligates Un-subsidized loan in amount that would cause the overpavment. FA 
checks books expected to be purchased for the next quarter so that enough money \vill 
come in for tuition as well as books to zero out their TAC and F AC Again. if there 
is still too much money coming in, this will cause an overpayment. Subsidized loan is 
now 
adjusted, It is the responsibility of the FA to assure that no graduate has a credit or 
debit balance when they graduate.De-obligating seated student's money: the same 
procedure shO\vn above is followed except it is done the quarter BEFORE the 
student's academic year is up 

1-1-13 REFUND COMPl'TA TION FOR'.\IS-7-12-IO0a.b 
1 00a,b are completed by FA using balances on TAC/F AC once DR notifies staff and 
faculty of1icialh that a student has been tem1inated/has graduated at end of the quarter. 
FA gives to DR to review for accuracy then initials . 
.'\F-DR initials, FA scans initialed. illl_l00a,b Email TAC/FAC to Wheeling FA 
\VHG-F A reviews 1 00a/b from computer_ initial and gives '.'JF and \Vhg.1 00a/b to G\'1 to 
review. G'V1 has FA write a-12 listing each student's name, SSi'. who check is to go to, 
and amount of check. This check requisition is emailed to the VP to write a check. Once 
check is received (see l!titio11 Rejimd l.og- - procedure) Refund checks are deposit in the 
proper federal accounts by AA or DR to D/L or ED PMT account. 
FA at both campuses reviewing the entire TAC/F AC verifying charges are accurate as 
well as payments received. NF FA writes refunds due Title IV (Pell, SHJG, !JI.) 
in parenthesis on 1 00a and all refunds due on 1 00b in parenthesis \Vhg. FA writes in 
Red 
on I00a,Q all refunds due Both FAA completes the check requisition at the bottom of 
I00b '.'Jot each agency the refund is to go to and the amount. Once TAC/FAC/I00a.b 
have been completed. (NF F4 send,, to ff71eeli11;:j(w pr()(.:essinK) both FAA attaches 
I00a.b to back ofTAC/F AC and places in 

1) Dropouts - Drop-out this quarter section of PRC and TAC books 
2) Graduates-Graduate this quarter section of PRC and TAC books 
J) Once completed, Wheeling FA notifies l\F FA as action is completed. 

These TAC/FAC/PRC are kept in these sections until the end of next quarter's drop/add 
week.FA pulls PRC erasing all pencil marks, comments written in ink, DR list is noted 
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under comments and honor classes, double check GPA/CGPA and write at top right side 



if student graduated or not (Post NA) and places in student's file. Transcripts are made. 
(see rdficia! tmnscripfsprocedure) FA pulls TAC/FAC EXCEPT ones with a balance. 
These are reviewed for accuracy verifying student was charged for each quarter 
accurately as well as fees/books/supplies. FA notes payment an-angements were made 
with student if there is a balance due. All money due-refunds/balances owed WVBC- FA 
places in ··out of school accounts'' in TAC book If no balance due, FA reviev-,s for 
accuracy of charges and credits and files in student's file. 

1-1-]J BILLI:\G AGENCIES/STUDENTS 
WVBC does not send billings to students while in school FA at each campus, is 
responsible to contact a12:encies their campus works with and 
detem1ines what procedure they need follO\ved. Tuition is due first day of each quarter 
and any books/t'ees/supplies are to be paid for upon receipt. FA explains once a signed 
"contract" is received from the agency, student is able to begin classes and receive 
books/supplies. FA is willing to work with all agencies. Some agencies WVBC deals 
with are: 

I) WIA-:\"F -Workforce Investment Act- WV 
2)WIA-WHG-Workforce Investment Act-WV and Ohio 

Both Campuses: WIA students cannot be denied a loan due to receiving WIA WIA 
discourages students from taking loans. FA must advise student '·WJA is paying towards 
your education and the less loans the better off they will be after 
graduation''. Loan must be paid back. WIA/Grants are not paid back. Borrow as little 
as possible. Stay out of debt. IRS keeps refunds from your taxes causing bad rredit. 
FA completes -20/-94 Once WIA contract is received. FA must do a ·'revised'" -20 

3) :\"F-TAA/TRA-Training Adjustment Assistance-Training Rehabilitation Act-WV 
4) WHG-TAA/TRA-Training Adjustment Assistance-Training Rehabilitation Act­

WV and Ohio 
TAA students ran receive a loan for P.S.E. ONLY! 

5) :\F-VOCATIO:\AL REHABILITATIO:\-Student works with counselor at 
agency before coming to WVBC. 

6) WHG-VOCATIONAL REHABILITATION - Student works with counselor at 
Agency before coming to WVBC 

1-1-1 J RECEIPTS 
Write receipts for cash paying students only, unless student requests a copy Remind 
students their cancelled check is their receipt. All original receipts are attached to back of 
deposit ticket sent to corporate office. Receipt must be numbered and completed in its' 
entirety :t\ame of student must be listed on receipt 
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6-2-15( 1-1-14) DEPOSITS/DEPOSIT TICKETS/REDEPOSITS 
Deposits are made daily at 3:00. FA department cannot make the deposits. Deposit 
ticket is written by DR/AA only Original ticket and copy are taken to bank. Original is 
kept by bank and copy l\lCST be VALIDATED BY BANK,(fi·om band back (?f deposit 
sl1jJ) receipts written for cash received are attached to copy of ticket, NF-scans to VP­
AA prints beside the bank stamp all info on stamp-WHG. give to corporate office. Put 
the date the money is deposited on date line. When posting, students name/ss# must be on 
ticket and amount of cash, check or monev order. Print studenf s name and to the right 
of the name. write amount of cash. check etc. Total at bottom If there are more entries 
than lines, do not total Begin another ticket post as shown above. After final ticket 
posting. place the total 
and staple the final ticket to the top of all tickets. Amount that the bank verifies and 
stamps the ticket with must be same as total. DR must, before leaving bank. checks the 
validated number matches total written If bank gives a "other ticket", attach to front of 
deposit ticket. lmmediatelv upon returning from bank, ticket is posted to CRR/TAC by 
FA. Once posted, deposit tickets are Whg. given to VP, :\"F-placed in corporate 
envelope mailing on FRIDAY. Ifa check is a re-deposit-write "Re-deposit" on deposit 
ticket. This is only item on ticket and not placed on CRR 

3-19-14 ELECTRONIC FllNDS TRANSFER -60 
Whg.- FA does all transfers first thing in the morning BEFORE stmiing any other 
project. FA completes an EFT-60 based on FArvIE information and transfers to corporate 
account for both campuses An individual -60 for each campus is completed nmv and 
roster is attached to back of individual -60. Whg. -60 and roster is posted to CRR/TAC 
After posting. FA initials and gives -60 to VP 
:\"F- FA checks FAME for a roster and sends to Whg FA immediatefv. Once Whg FA 
receives the roster-FA completes transfer and attaches roster to back of -60 then notifies 
:"JF by email transfer has been made. FA immetli11telr give!i NF -60 to VP. NF FA posts 
to CRR/TAC 
6-24-15(1-1-14) EFT :\OTIFICATIO:\-STCDE:\TS/BORROWERS-79-
F A emails to borrower each time notification of Title IV disbursement is received This is 
a required Federal regulation. Once sent, FA notes on -79. 

3-19-14 CASH RECEIPT REPORT-60, 99 
:"Jo re-deposits are listed on CRR. CRR is begun first of each month and completed from 
I ' 1 to l 51

1! CRR is to began again on the 16th to the (30 1
1!) 3 l ' 1 FA posts all transfers -60 

and deposits slips on CRR immediately upon returning from the bank. If amount does 
not apply to a column shown, it is placed under Miscellaneous, 
FA must explain at bottom ofCRR. what this miscellaneous is. FA emails CRR to DR 
After DR revie\VS verifying accuracy, DR sends to G\1 and VP by the l 6th and (30 th

) 3 l ' t 

This must be an accurate report----taxes are computed based on the CRR. To verify that 
the CRR is accurate after completing 

1) At the TOP - Total all Deposits/Transfers and post under TOTAL 
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2) Post each name shown on 60 and deposit ticket amounts under proper column 
3) Put total of 60/deposit ticket under TOTAL DEPOSIT column (total must add 

up to the names on the left for that date.) 
4) Page totals must be accurate. 
5) Grand Total-last page- total columns vertically from each page. 
6) All columns showing Grand Total on last page horizontally. must be the 

same as the TOTAL deposits at the top of the page. 
If error is found on CRR after emailed to VP/G:rvt, FA corrects and marks it 
CORRECTED at the top then emails corrected copy with an explanation to DR DR 
emails corrected CRR to VP and GM asking them to void the previous one. CRR is kept 
on DR./F AA computer and after one year. it is deleted. "\ro hard copies are made. This is 
a confidential report and no one other than the FA, DK VP, G\'1 has access to the CRR. 
FA checks CRR at end of each month validating total deposited is same as shown on 
daily report. DR totals CRR at the end of each quarter verifying daily report shows 
accurate amount of quarterlv collections. 

6-3-115(1-1-13) EXIT l'iTERVIEW-GRADS/D0-36-37-l22a.b-l48a(I) 
During drop/add period, no student~· are terminated. E1•en• Frid"l', AFTER drop {1(/d 
period i . .; over, FA determine ifa .,·tudent i . .; dropping out afier .,peaking with DR. Exit 
interview..; are then .,·chedule,l Jf~henever a .'itudent hm an email tuldre . .;.,·, notice . .;/letter.,· 
are sent via email. I(~·tudent does not have an email addren-, notices and letters are 
.,·ent via post. COPIES KEPT FOR STL'DENT'S FILE. FA tell~· .,·tudent their loam 
can become due immediatelr ifthei• don't complete an exit interview. 
GRADllATES- FA calls graduates out of class the 3rd week before graduating to 
complete exit interview. Graduates receiving loans must 
complete electronic exit interview with FA. Acknowledgement is piinted and placed in 
graduate's file. FA completes -l 22a at end of final quarter for fill graduates- email/mail to 
graduate. FA posts TAC -148a(l) date sent ··mo, day, yr -l22a has been sent." \Vhen 
money is owed by student to WVBC and student is eligible for more financial aid, FA 
completes a -122b, (prnt-11·ithdrmrnl J1.,b11rse111e11f), emails/mails to student, keeps copy 
and posts to - l 48a( l) date "mo. day, yr.- l 22b was sent" 
DROPOCTS- Students dropping out must meet with FA and complete an electronic exit 
interview. Acknowledgement is piinted and placed in dropout's file. FA completes -122a 
and email/mail to dropout. FA posts on TAC -148a(l) the date sent ''mo-day-yr -122a 
has been sent" If money is owed to \VVBC and student is eligible for more financial aid, 
FA completes a -122b, (post ,rithJrmral disb11rse111e11t), emails/mails to student, keeps 
copy and posts to -148a( 1) date ''mo .. day, yr. - 122b was sent.·· 
1-1-13 BALANCES DUE 
If student owes WVBC -entire balance is due now I If student cannot pay entire amount 
now, FA makes arrangements for student to make monthly payments. Balance mu.,·t he 
P"id off within one ve{lr .. FA notes arrangements on TAC, 
which include payment dates/amount. \Vrite in front of student on TAC. Explain if 
they do not pay as arranged, account is placed in collection immediately. FA explains 
if a problem with payment, please call and different arrangements can be made. By not 



contacting the FA, student's account is red flagged to be placed immediately in 
collections . 
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5-18-15(1-1-13) REFUND CRECKS-DEPOSITING-7-148a(1)148b(l)-100a,b 
Whg. FA is responsible to verify refund checks are deposited same day received by 3:00 
into the D/L or ED Pmt accounts. No exceptions to this policy ! 
As re.fund checks are received by Whg FA, notification is emailed same day to NF FA 

for Nutter Forf s students as to who refund was for, SS#, what agency it went to and 
the amount. 

NF FA posts to -7 and 148a(l) . (.,;ee TUI770N Rf~FUND LOG-7 andstudems TAC 
f-18a{I)). 
Whg. FA As refund checks are received they are posted to TAC 148a(l) and -7 Loan 
log. (see procedure in TAC.for posting directions and Loan Log) 

1-1-13 TUITI .ON REFUND LOAN LOG-7-l48a(l) 
After I00a ,b have been completed , Whg and NF FA begin s the posting to -7 . If after 2 
business days notification/checks have not been received , NF FA ernajls Whg FA a 
reminder. IfWhg FA does not receive Wheeling checks after 5 bus iness days, VP is 
notified again . Both NF and Whg FA are responsible to refund student's money within 
the 45 day time frame . When Whg. FA receives checks for NF, Whg FA sends notice to 
NF FA who completes posting to their -7 . Whg. as soon as FA receives checks for Whg. 
students, -7 is completed . All refunds are posted on TAC. Date of refund, amount, who 
to and also check number. 

1-1-13 FAME NOT[FICATION-REFUND TRANSIVUTTAL 
Wheeling FA - Each time refunds are deposited ? FA transmits to FAME the Refund 
Transmittal fortu for DL/ED . After the transmission, refund transmittal is printed, 
showing dates of transmission. A copy of this is attached to a copy of deposit slip and is 
mailed to FAME. Copies are made of all and filed in FA desk marked "FAME Refund 
Transmittals ". 

6-3-15(1-1-13) FAME ENROLL~fENT STATUS VERIFICATION 
Monday of Week 9, FA detennines which student is anticipated to graduate this quarter . 
This is based on student ' s PRC. lf student has not passed all classes required , the 
student's expected graduation date needs to be adjusted accord ingly in FA input in die 
FAME software. If student does graduate, FAME attendance record should already 
reflect this. 

1-1-13 SKIP TRACE-W.1.S.S. 
Skip Trace letters are letters requesting updated addres ses from servicers for past 
student. NF FA -a s soon as skip-trace letters are received, FA scans to Wheeling 
the same day. Discarded letters . 
Whg . . FA - When skip-trace letters are rec,eived, chec.k student's file locating updated 
conta ct infonnation and faxes the same day to the servicer. FA notifies W.l.S .S. 
the same day (Lillie Rodriguez at Lilli e@student service int.com . FA writes all updated 
information on top of TAC if not already shown, noting date of posting new information. 
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1-1-13 COLLECTIONS-STUDE:\T RECORD SCAN-
NEW ADDRESS 36-122a.b-148a(I) 

FA begins collection procedure as soon as Exit Interview is completed or letter -36 and -
122a. (h (fapplicahle) has been sent. (ff letter is reflrrned.fhr inaccurate address, FA 
chechjile and JA(' \'l!f'(fl'inx correcr address wm on em·e!ope ) I\F FA contacts Whg. 
FA asking to review file to see if address is correct on TAC If address was correctly 
printed on envelope, envelope is placed in student's file 
and no further mail is sent to that address. NF-FA - if address was correct on envelope, 
envelope is placed in corporate envelope to go into student's file after \\ihg. AA follmvs 
scanning procedure for student records and places in student packet file in 
correspondence file cabinets after FA draws a line through the address on -148a(l) 
making note of wrong address. AA follows scanning procedure per above. Anytime 
a new addressed is received for a student, it is posted to the TAC and line drawn through 
the old address. NF AA will email any nev,' addresses if 
received to Whg AA to update student's records :'\F-FA contacts student by email or 
telephone 2 times from date of the letters 36-122a(b) is sent. IfFA speaks with student, 
FA attempts to set !dQ a plan for pavment or follow !dQ on the plan written on TAC that 
was discussed at the Exit Interview. FA notes dates attempted to contact student and note 
how attempt was made-email/phone call If successful, FA, writes plan person agreed to 
pay on TAC. If contact was not made or the person did not comply with previously made 
an·angcmcnts, FA immediately turns account over to RAB (Nexional AJjustmenl 
R11rew1) (no me.\-.'illJ:C i.\· left-ca{{ per.wm 7:30 in the morning, once in l{(ternoon and 
once in the evening). FA writes ·'sent to RAB (date) and amount due'' on TAC. :'\F-Once 
turned over to RAB, TAC/F AC/I00a,b is placed in the corporate envelope. Whg. FA 
receives TAC/F AC/1 00a,b that has been given to RAB, FA verifies Amped is updated 
and it is prepared to be placed in the student's packet. FA scans the information and 
places in the student's packet. 

9-12-13 RAB COLLECTIO:\S -197 
TAC's that have a balance on it is not filed in student's file until it is zeroed out or turned 
over to RAB Both FA completes -197 and mails to 

Regional Adjustment Bureau 
1900 Charles Bryan Suite 110 
Cordova, Tenn.38016 
Email Shall@rabine.com 

:'\F-F A sends copy of -197 to Wheeling FA in corporate envelope same day \Vhg:both 
-l 97ares kept in '·Bad Debt'' file. \Vhg. FA contacts RAB at end of year asking for a 
printout of "bad debt'' Whg FA gives copy to the VP RAB payments checks are sent 
directly to the Wheeling campus from RAB \\'heeling FA notifies NF FA of any checks 
received for l\"F ··out of school" students that have made payments to RAB to be posted 
on O/R '·out of school accounts" All RAB payments are posted to student TAC and 
Amped when received by Whg. FA If balance is less than $100, do not tum over to 



RAB \IF-sends TAC/F AC/100a,b to Wheeling. Whg. FA places name/amount on ''end 
of year Bad Debt" report 4-b for the accountant. 
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6-2-15( 1-1-13) REMOVAL FROM RAB COLLECTIONS 
If payment is received at the campus(\) from an "out of school student" after it was sent 
to RAB· 

:\F-F A immediately contacts \\ihg. FA with amount of payment and 
student's name. :\FAA deposits check and FA posts to CRR and D/R. 
Whg.- FA contacts RAB for Wheeling students as well as \IF students 
removing student's name from collection process. Whg. FA posts payment to 
TAC and Amped. If payments stop, Whg FA turns over to RAB again 

1-1-1 J RE-ENROLLING GRADUATE-DEGREE /DIPLOMA-77/SEATED/DO 
DR is the onlv person pennitted to re-enroll a student. When AR meets with a 
prospective student they are to ask '·Have you ever attended WVBC')" If the person 
says "yes", the AR must take the person to the DR. DR speaks with them for a short 
period of time then makes an appointment within the next 3 days Once the person leaves 
the DR pulls their file NF DR request this file from the Whg 
FA. DR does not automaticallv accept a re-enrollment. The particulars of the file, PRC, 
TAC, 1 00a,b and any -77 that is deemed negative is scanned to the NF DR within 24 
hours If the DR detennines the negative information in the file is too negative, the DR 
\Vil! contact the applicant and cancel the appointment explaining that their "behavior" or 
whatever happened cannot b overcome. lfthe applicant can convince the DR they can 
rectify what ever the problem is the DR will keep the appointment. During the 
appointment the DR must address this ''problem"' and write the solution on a -77 and 
have the applicant sign if the DR wishes to accept this student DR writes on the -77 that 
as a student they will be observed daily and if any rules are broken, no second chance 
will be given If applicant agrees to this it will be the DR decision as to whether or not 
they can attend WVBC. 

l-!2-13 POTE'iTIAL GRADLATES 
DR meets potential graduates during beginning of their last quarter to explain why they 
should consider re-enrolling into another program Ifin OAPA program and graduate 
enrolls into the l\itedical Degree programs they may be hired in a hospital. insurance 
company. legal £inn-large or small This enhances their chances of getting hired. If 
in :VIEDICAL program and graduate enrolls into the OAPA program their opportunities 
also are in attorney· s offices, insurance offices, hospital offices etc. If graduating in 
the BUSIT\ESS program and graduate enrolls into l\itedical or Paralegal programs they 
also could be hired in attorney's offices, hospitals, insurance offices etc If student 
would like to re-enroll, DR has graduate complete new application and DR 
completes new-I and sets a FA appointment up for the 
graduate. Standard enrollment procedure is completed. All new paperwork is stapled 
to fr_Q.DJ of_~_l;l_i::.b "old'' papenvork. If applicant doesn't start, new papenvork is Q_i __ ~_qi._r_Q_~_Q. 
At both campuses-FA verifies applicant has correct score on entrance evaluation for 



program they want to enter. Once students _signs in, :\FDR writes ''duplicate file .. on 
front of student's file .. If applicant does not sign in at orientation, NF FA discards 
duplicate file-notifies \Vhg. FA not to send student's file If re-enrollment signs in, NF 
FA notifies \Vhg. FA re-enrolled student signed in- \Vhg. FA scans entire file and sends 
to NF FA NF FA compiles a new file for this student, puts all information in their file. 
(discard the.file f(Jldt'r Sl~yinK "duplicate.file"' ) 
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2-1-13 TLITION STA TE,IE:\T-IRS-1098T 
All 1098T MLST be completed by January 15 and sent out by January 31. DR has 
FA requests these forms from local IRS I '1 of December. FA begins compiling 
infomrntion the first week in December. This is completed for every student that 
attended WVBC during the year. NF -does 1098T for all seated students. Originals and 
one copy are sent to FA in Wheeling by January 15. (copy is handed out to seated 
students immediately). 
\Vhg. FA-mails both Wheeling and '\JF original_s to IRS. FA has both campuses past 
students and is responsible to complete 1098T for all '\JF and Wheeling PAST students. 
Copies of 1098T for Wheeling and '\JF are bundled together and placed in a file marked 
"IRS Tuition Statement-1098-T- '\JF & WHG"' (Year) 

3-23-1; DAILY REPORT-9la,b.c,d/99 
:\F-F A completes daily report (DIR) daily -emails daily (Monday through Friday) to 
DR, VP, G\-1 after deposit has been made at 3 00. Saturday DIR is completed and 
emailed to DR, President, VP and G\,f before leaving at I 00. (fl not emmled ,\aturday, 
email .Monday momi11K at '7:30). All money is deposited by 3:00 p.m. DAILY .\fonday 
through Friday-No money kept in school. Default section-student's last name/month 
and year expected. FA checks daily, lead book, counting leads coming in that 
day. Monthly, DR totals lead book and verifies total is same as shown on 
D/R_ Quarterly, FA verifies CRR-99 matches Daily Report Year to Date collected It is 
campus's DR responsibilitv to verify D/R is accurate daily FA corrects next day if 
error(s) occurs. When beginning new DIR in January use D/Rs from previous year for 
posting "Last Years'' info. Only Pres., VP, GtvJ FA and DR have access to the DIR 

3-27-15 POTE:\TIAL DROPOUT-LOST STUDE:\T LETTERS-62e/72/77 
To determine a potential dropout, DR reviews -72/77 every Friday. DR 
reviews f!!!_teacher's/staff email!'!' and 77 sent to DR for student's file showing 
response from studenV1ack of response. If !l'tudent IW!<i' been ah!<i·ent 3 consecutive class 
dm1s and emails sent bv teachers/staff with no response, DR emails "lost student fetter-
62e. \Veeklv- DR will notify FA when and IF to remove/add potential d/o from DIR 
and update TAC/PRC books. (See Pi\1-Ahsenteei.wn-Student Early Detection 
)Potential dropouts must be spoken with by DR at least once weekly until the DR is 
comfortable in knowing the student is on the right attendance track. (DR must 
record on -77.for file) 

9-7-13 QUARTERLY-GRADUATE/DROPOLTS -72-194a 
FA completes-l 94a day after drop/add period.-194a information is gotten 
from previous quarter teacher's attendance Joa -72 and this quarter sign-in Sheet. 



(graduate.\ and do hm·e heen idem({led 011 the lox already hy I-A. /<A writes reason for 
droppinK out qfier meetinK with !JR determininK reason hut ''lost contact 11'ith student,. 
is not an acceptahle reason.) -I 94a is printed and copy is sent to DR. NF-DR scans to 
\Vhg FA. WHG. DR scans to FA. FA files both reports in "Graduate/ Dropouts 
Quarterlv'· file. 
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10-28-14 QL<\.RTERLY GRADL<\. TE/DROPOl.TS -194b-W.I.S.S./PROG/RPTS. 
FA completes- l 94b from I 94a and reviews "JSLDS determining servicer. After 
completing, DR scans-194b to\\/ LS S Lillie,'fZ'studentserviceint.com. NF-DR sends 
copy of 194b to Whg.F A :\FDR -file in "W LS S Qtrly Def Me~ file and Whg FA files 
l\"F & Wheeling's copies in "W I.S S Quarterly Default Management" As W I.S S bills 
are received, NF DR notes l\·.F. beside their campus students (before scanning to \Vhg) 
FA who places Whg beside their campus student names and files in "W.I S.S Progress 
Reports" file. 

3-13-14 STUDENT VOLUNTEERING 
Volunteering helps students gtl into the workforce. \tfany graduates don't have 
experience and this adds to their resume DR has teachers, mentors and CSR talk to 
students about volunteering at local business CSR, when calling business about job 
interviews for graduates. CSR informs them ofWVBC ·'student volunteer'' program. 
Students can work as a volunteer after classes or Ftiday/Saturday. When students get 
their foot in the door, if a position opens. business may consider interviev,:ing student 
once they graduate. CSR talks to student before they volunteer, guiding them on 
Always looking and acting professional. If students are interested, they need to stop and 
see CSR. Students are reminded they will always need "'letters of recommendations"' 
from staff as well as faculty and places where they have done volunteer work. CSR must 
actively help students get into volunteer programs. This helps the placement effort once 
student graduates 

6-25-15 VERIFICATION OF IDE:\TITY 
FA.'v!E issues for a Dependent Student A-21, which needs completed and notarized if the 
responsible person cannot make it in to the campus This is a very rare occuffence since 
the person who is the '·guardian" needs to be there to complete a PLUS loan for the 
dependent student. 

8-5-15 (1-1-13) ASSIG:\l:\G TEACHERS CLASSES-77 

Teacher's official transcript(s) are reviewed by AA and classes are highlighted teacher 
can be assigned. If class to be taught is :\'OT on transcript, AA collects in writing, several 
pieces of documentation of work experience pertaining to each class they are to teach 
Documentation .\HJST show previous job titles, previous boss recommendation(s) and/or 
description of their duties, etc. (lhis i1?/(Jrmalion xoes in teacher 'sfile.) DR then 
determines class(s) teacher is qualified to teach W.~.d.D.~-~-dJl,Y of the 91

h week of the 
quarter. DR reviews teacher's file and reviews all -77 as well as payroll reports noting 



absenteeism and evaluations. If DR wants teacher to return for next quarter, DR emails 
them l\fonday of l.Qth week asking if they are planning to teach next quarter and if there 
are any restraints. Teachers without negative remarks/time restrictions are considered 
first for rehiring. Once DR knows who wishes to return, DR meets with teachers 
informing them of their schedule. (As soon as hooks are amilable, DR f{il'es to l'eacher 
with Syllabi) 
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6-18-15 WAR:\ING/PROBA TION - 24 
Every employee at \Vest Virginia Business College is an at will employee. All 
employees are required to follow their job description, CEP, Procedures Manual, 
Personnel Handbook and direct communications from their superiors. All of the above is 
expected and required to be completed in full and according to the established or directed 
time tables The following is the reward and consequence schedule. 

Definition of Terms 
Warning: A w1itten admonishment based on the competency and or timeliness of the 
employee in performing their above described job duties. 

Probation. A period of time in which an employee will be monitored for required 
improvement from official warning. 

Termination Official end ofempluyment and all benefits of\Vest Virginia Business 
College 

Sequence of Events 
If an employee is deemed by its superiors to have not completed or not completed timely 
a required task, or their conduct, attitude or professionalism (including appearance and 
attire) is not appropriate based on standards set by West Virginia Business College Board 
of Directors, and set forth in the personnel and procedures manual or directed by a 
superior_ a written warninv: will be given to the employee and placed in their file. The 
warning will describe the deficiency and give a corrective action plan with sta1i and end 
dates. 

If the warning is not corrected as corrective action plan states, the employee \Vill be 
placed on probation. The probationary period will not exceed 20 days 

Ifat the end of the probationary period the warning has not been corrected, the employee 
will be immediately terminated. 

If an employee receives 3 or more \Varnings in a quarter, the employee will be placed on 
probation beginning the first day of the following quarter not to last more than 30 days 
accompanied by a corrective action plan If at the end of probation the corrective action 
plan has not been successfully completed, the employee will be terminated. 



If a higher ranking superior has to give a lower ranking employee a fonnal warning, the 
said warned employees direct superior and above will receive a warning for improper 
superv1s1on 
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At the end of the administrative staff first completed calendar year they will be av-,rarded a 
raise from 1 °·o to 3°,o of their annual salary if they have received 3 or less warnings 
Iffacultv has 3 or less warnings during a quarter, they will be asked to return for 
following quarter. If they complete the quarter with O warnings and asked to return they 
will receive a 3°·0 increase in "per class pay" 

All raises and terminations must be presented with supporting documentation to the GM 
for approval. Directors and GM raises and terminations must be presented with 
supporting documentation to the Board of Directors for approval 
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1-1-13 CIVIL SERVICE EXAMI:\ATIO'i-GRADl!ATES 
Three (3) weeks before quarter ends. CSR meets \Vith expected graduates for that quarter 
and infonns them of the necessity of taking the Civil Service Exam CSR gets 
application at local Job Service Office or local library and is responsible for giving each 
graduate an application and making the arrangements to go to the exam Students must 
be reminded to take personal identification with them in order to take the exam CSR 
follows up, verifying student took the exam-if no, why not 

1-1-1 J GRADt:ATES-CO'iGRA TULA TIO NS 69a,b,c,d 
DR sends congratulations letter-69a during break week once student graduates or -69b. 
graduates still owes money Students that are ··expected" to graduate the quarter 
graduation ceremony is being held, will not have their diploma/degree in their envelope­
form 69c is placed in their envelope. If this ··expected graduate owes money, -69d is 
placed in their envelope. 

1- l - l 3 GRADUATION- CEREMONY PLA:\:\ING-I2-I94a 
Six (6) weeks before ceremony, NF DR emails \\'hg DR a, typed list of all graduates as 
well as ·'expected·· graduates and what program they are graduating from. Both campuses 
DRs reviews all ---194a for past Fiscal Year to compile their graduate list verifying all 
graduates in the time frame are invited. \Vheeling DR is responsible to review inventory 
if enough diplomas/degrees are on hand or do a check requisition to order enough for the 
up-coming graduation ceremony DRs and CSRs m_µ_~_t y~_rjfy accuracy of spelling of 
name and proper program before submitting list to FA. On certificates directly beneath 
program title "\VITH HONORS" is written if student had honors classes . .'\FDR 
requests diplomas/degrees one month before graduation. DR sets a date for annual 
graduation. Ceremony is held in last week oL\.fay/first week of June on a Wednesday at 
7 30 pm DR notifies all teachers attendance is mandatory CSR begins organizing 
in December by contacting places to locate a room that is sufficient in size for ceremony 
and most cost effective. DR sends check requisition to corporate office. CSR requests all 
teachers help with planning and implementing ceremony All teachers participate in some 
role in the graduation ceremony CSR assigns duties to each teacher. Two months before 
graduation, \Vheeling DR verifies if number of diploma/ degrees on hand are adequate 
by checking previous ----l 94s and ··anticipated" graduates in correspondence file of both 
campuses 

1-1-1 J GRADUATIO'i-PROGRA\1-GUEST SPEAKERS 



CSR puts together a graduation program similar to past year programs. Program is 
completed at each campus on computer DR and CSR must check for content and correct 
spelling A former graduate who is now working in their field is asked to speak at the 
ceremony. Have them take a few minutes talking about how they chose WVBC to attend 
and how they have succeeded in their position. \Vhat \.VVBC did for them to change 
their life If possible, ask previous years Ambassadorto speak. Another speaker, one 
from either the business/medical or legal community is asked to speak for approximately 
15 minutes infonning graduates what to expect in the business world. CSR also looks for 
a minister/priest/rabbi to give the benediction 
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1-1-13 GRADUATES- BA LA:\ CES-69b,c,d 
FA makes a list, noting graduates who are not eligible to receive diploma/degree due to 
account balances. FA calls these graduates to make arrangements for an appointment to 
discuss payments. Graduates owing money ,is~ p~_tJD.itJ~.d to participate in ceremony but 
receive an envelope" with 69b "Expected" graduates are permitted to participate, but 
receive an envelope with -69c or -69d Their names are included in program. Graduate 
wanting to pick up their degrees/diploma after the ceremony must call FA making an 
appointment \VVBC does not mail diploma/degrees. 

1-1-13 GRADUATES-SPECIAL A \VARD-AMBASSADORS 
Five weeks before graduation ceremony, DR determines if a graduate is eligible to 
receive ambassador award based on WVBC criteria- attitude, appearance, attendance 
and overall professionalism-not on popularitv among students and teachers Graduate 
\HJST be currently working in their field of study DR chooses two Ambassadors; one 
from diploma program and one from degree program. Once DR selects two winners, CSR 
calls both award winners and verifies they will be attending ceremony. Once graduate 
informs CSR they will attend ceremony DR completes-12 for two (2) Ambassador 
Plaques (DR.first ver(fies selections are atrendini ceremo11;,). If the "chosen" 
Ambassadors cannot attend, next person in line will receive the award. 

1-1-13 GRADUATIO'.\-EMPLOYEE Of THE YEAR-12-117 
Second \fonday in April DR chooses an Employee of the Year based on attitude, 
professional appearance and overall extra contribution to the college and 
students above and bevond their job description. DR completes -117 and attached to back 
of -12 to order a plaque to present at graduation. (CSR See Press Releasej 

1-1-13 GRADCATIO~-I~VITATIONS-16-194a 
CSR sends -16 to graduates listed on -194 at least one month before ceremony When -
16 are returned, DR gives to CSR to keep track of who is coming to ceremony One 
month before ceremony, DR meets with CSR to decide who will be sent "special'' 
invitations to attend ceremony. Past teachers, employers of \VVBC graduates, Advisory 
Board members, Military personnel are sent -16. 
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4-1-14 GRADUATE/EMPLOYER SATISFACTION-3-6-45a-45b 
\Vednesday of break week. CSR completes 45a and 45b Info is taken from Forrn-3 & 6. 
45a and 45b are given to DR with typed envelopes for each letter. DR makes a copy and 
mails originals with a stamped self-addressed envelope Copy is placed in file in the 
correspondence files labeled ·'Survey-Employer Satisfaction-(year)-"Wheeling/'\JF" 
and/or Graduate Satisfaction (year)-"Wheeling/:\JF' Copy in file is discarded once the 
original is received. lfno letter is returned, copv is left in file for documentation DR 
reviews with CSR determining what if anything will be done from info received. 
SY'iOPSIS 
Each DR does a synopsis for their campus one month AFTER 45a,b have been sent. A 
copy iofthe synopsis is sent G\'f G:\'1 does a synopsis of both campuses and sends a 
copy to each DR, VP and President. Synopsis For each campus is stapled on top of 
letters and filed in correspondence file cabinet in file marked ·'Survey-Employer 
Satisfaction/Graduate Satisfaction." The overall synopsis is attached to the top of these 
letters DR uses this synopsis when writing a new CEP All synopsis are kept 
indefinitely 

4-1-13 GRADUATE PLACE"E'iT l'iF0-3-REPORTING 
The Ii 11 v.-eek on Friday. CSR prints a -3 for all graduates listed on -194 and keeps in a 
3 ring binder in their onice. Graduates are listed by name originally enrolled under at 
WVBC If any '•other" name is used, "original'' name on app. is first and •'other" name 
comes directly after original name. i e. Original name-Smith (married name)-Jones. List 
Smith-Jones, l\fary ... .J is kept current by CSR Once graduate is placed, -3 is given to 
DR. If graduate has not been placed within (1) one year, CSR gives -3 to DR. DR keeps 
only past 2 years and discards all other-3 NF files in correspondence file ''Graduate 
Placement Info-3'' \Vheeling- File is labeled ·'Graduate Placement Info-3 

I Graduates must be employed for 3 months to be considered a placement. 
2 Self-employed graduates must give WVBC a business card or an ad with their 

business name/letter verifying they own their own business 
3. Graduates that accept a job then quits-WVBC must have documentation from 

employer stating graduate did work there but quit. 
4. Graduates continuing education or joining the military- need a letter from 

school/military stating they are accepted 
5. Part-time/Full-time is whatever the employer advertises the job 

CSR must attach above documentation to -3 when giving to DR for C A.R. 



NF-sends documentation to corporate office. DR must send ALL 
documentation to VP and attach to -6. :\0 EXCEPTIO:\S! 

1-1-13 GRADUATES EXPECTED-CSR-77 
DR gives CSR a Ii st of potential graduates l\fonday of the tenth week of student's last 
quaner before they are expected to graduate. CSR sets up interviews with expected 
graduate during last three weeks of student's final quarter. Current resume is requested 
by CSR and questions concerning any limitations, expectations graduate may have, how 
much money they need to make and where they would like to work. etc. are asked and 
noted on-77 by CSR -7 is emailed to DR. initialed and placed in student's file. 
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1-1-13 GR<\.DLATE-PICTLRE 
CSR takes a picture of "potential graduate'' CSR gives to DR who places in student's 
file. Camera is kept in DR's office for security purposes. '.JF-CSR keeps "potential 
graduates" pictures for 1 quarter in their desk If graduate is not employed by then, 
CSR gives picture to FA to place in corporate envelope. Whg. FA files in students file. 

1-11-13 GRADLATE-OFFICIAL WVBC RESL,IE-88 
DR has teachers using Official \\IVBC Resume-88 CSR requests fro~ST teacher, 10th 

week of the quarter, copy of resumes for JST students When interviewing expected 
graduates, CSR requests updated resumes if necessary. CSR doe.,· not make eopie.i. 1~f" 
re.mme.,·. Graduates are reminded to have extra resumes and when possible have them 
professionally printed. Resumes are discarded after 6 months Lpdated ones are nmv 
requested CSR must meet again \Vith the graduate. CSR posts copy of-88 in JST 
classrooms for students to review 

1-1-13 GAADUATE TAACKl'iG-6 
Thursday of l I lh week, CSR completes-6 on com put;;. from -194. Information is typed 
on -6 for all expected graduates and completers for the current quarter. As graduates 
are placed, -6 is updated as information is posted on individual -3 for each graduate. (See 
(;rud11ate Placement h/j{Hwation). As graduates are placed, on Fridays. CSR emails DR 
student's name and where they are placed. DR notifies FA to add to D/R. CSR gives 
final -6 to DR no later than August 31 and DRs emails Wheeling FA. DR must use -6, 
with all documentation attached for verification to complete annual C.A R. for ACICS. 
If graduate listed on -6 is placed after August 31. CSR notifies DR and DR decides if 
there is still time to add placement to statistics for C AR A new -6 is completed and 
emailed to Wheeling FA. To updated C A.R All documentation is faxed/given to 
Wheeling FA to attach to file copies \Vheeling FA makes copies of final C A.R. for 
each campus ( one r?f each./(Jr T:VheelinK cmd one to he sent to Nl·for their.files.) ,,JF DR 
calls Wheeling DR if this information is not received. 

1-1-13 E'.\IPLOYER WEEKLY CONTACT-119a,b 
CSR calls a minimum of 20 employers a day from yellow pages every week (-l 19a,h 
11111st he completed in its entiret_i,). As enrollment goes up, amount of graduates goes up 
and CSR has to being contacting more employers as needed_ CSR completes -119a,b 
daily-CSR spends Fridav hours visiting employers, collection information for 



placement, suggestions for new classes, etc. CSR returns to campus and completes 
their -119a 1b with Friday information and gives to AA. DR reviews and notes 
suggestions for new classes/ programs etc. AA places form in "Employer Weekly Phone 
Contacts" file. AA keeps this information in correspondence file cabinet for three years, 
then purges. This information is used for implementing new classes or programs 
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1-1-13 GRADUATE HIRED/'iOT HIRED/LOST JOB-77 
If graduate is hired, CSR calls employer and thanks them for hiring a WVBC graduate 
and ask them to please call WVBC when in need ofan employee. CSR calls graduate 
and congratulates them. CSR requests picture from DR and prints label with student's 
name and place of employment if CSR does not already have the picture (;'-IF) Post 
picture on placement board in lobby with "CO:\'GRATULA TIO:\'S-JOB \\/ELL 
DONE" posted over pictures. Whg. post on tripod in lobby. (When a new graduate is 
placed, previous 
picture is moved to placement board and new picture is posted) If graduate did not get 
the job or lost their job, CSR contacts employer asking in confidence, what WVBC can 

do to help graduate to be successful on their future job interviews. 
CSR calls graduate to £Qill! in to speak with CSR on how to improve their next 
interview/\vork with them 011 hov,· to keep their next job CSR writes a 77 on hmv 
student can improve their 
interviewing techniques/job performance. i e.- retake classes in their program that may 
help them do a better job when hired-at no charge. After meeting with graduate, ---77 
is emailed to DR who meets with graduate assigning a class to re-take if they wish 
to brush 1U2 to improve their skills in their program DR recommends graduate should re­
enroll into another program that may better suit them if DR determines this \Vill help 
student be more employable. DR does a -77 and files. 

1-1-13 GRADUATION- SPEAKER LETTERS-!1-!.§. 
Once guest speakers have agreed to speak, CSR mails -17 One week after graduation 
ceremony is over CSR mails -18 to each speaker. 

1-1-13 GRADt:A TIO'i-SEA TI'iG 
Faculty are assigned to seat graduates from front row to back, seated together. Current 
staff/faculty are seated directly opposite graduates in front row. ''Special guests" are 
seated behind current staff faculty. Head table is reserved for DR, FA,CSR. AR and 
guest speakers. All family members are seated behind graduates 

1-1-13 GRADUATION-CEREMONY-IOI 
CSR takes-101 to ceremony-graduates names typed on form. CSR assigns faculty 
member to guide graduates to table to "sign-in'' ( 101 ). If graduate is not working they 
note, "not working'' Faculty member in charge of -101 verifies student completes -101 



Graduates must sign -101 if they want to have their name called during ceremony. (CSR 
gives -10 I to DR after graduation). l\F-copy of 10 I is faxed to \\/hg. FAA posts all new 
addresses on TAC Lpon completion, -101 is discarded. DR is responsible to take all 
diplomas/degrees and programs to ceremony in alphabetical order. All diploma/degrees 
are taken in case a graduate shows up 'unexpectedly'' even if not registered. DR takes 
"ambassador"' awards to ceremony DR welcomes graduates. friends. relatives, honored 
guests etc and announces "this is the ___ ,graduation for WVBC' DR introduces 
person giving invocation. Once completed, CSR introduces staff, faculty and other 
noteworthy guests asking them to stand. ''Graduate·' guest speaker is introduced by CSR. 
CSR talks a few minutes -telling graduate speaker success story and introduces them 
Speaker has approximately ten minutes. CSR introduces main guest speaker and gives 
their bio. Guest speaker is expected to speak for approximately 15 to 20 minutes. CSR 
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introduces DR. CSR announces graduate's name and Guest Speaker shakes graduate's 
hand and gives them their "envelope". Once graduate begins leaving "stage'' next 
graduate's name is called. If the graduate did not sign in, their name is not called This 
helps the process go smoothly and no embarrassing silence occurs. Once diploma/degrees 
are handed out, DR asks if anyone was missed. Once detem1ined all graduates attending 
ceremony has received their envelope, DR explains special awards for Ambassadors DR 
speaks about graduate and announces Ambassador for Diploma program DR presents 
award. DR speaks about Ambassador and announces Ambassador for Degree program 
DR presents award. DR speaks about Employee of the Year award and why this person 
was chosen before calling employee forward to receive their award. DR presents award. 
Employee is asked to speak a tC\v \Vords no longer than 5 to 10 minutes DR gives 

closing remarks."Thank you graduates. families. Advisory Board members, guests, guest 
speakers, staff and faculty for being with us. Feel free to enjoy some refreshments. 
Graduates are asked to come to the front for picture taking. This concludes our 
ceremony,. Punch and cookies have been arranged by Student Council for all CSR takes 
pictures of the following: 
1.(2) Ambassadors and Guest Speaker-I sent to local newspaper, 1 for campus. 
2.(2) Group photo of all graduates. 1 sent to local newspaper; 1 for campus 
3 (4) Employee of the year with DR.! sent to local newspaper 1 to State Journal 1 picture 

of p-011p and Ambassadors is placed on placement hoard and J,,"mph~vee (d"the 
Year placed on Sh?{( and Faculry fJoard. 

CSR calls newspaper and TV stations to ask them to cover graduation Pictures are sent 
to newspapers immediately.CSR will build relationship with local newspapers. 

8-21-14 AIR-APPEARANCES-DRESS 
A successful AR recognizes the importance of good grooming, courtesy and respect for 
others WVBC attempts to teach students to be professionals in attitude and appearance 
so our AR must set the example. AR must be prepared before their interviews. A positive 
mental attitude "'daily" is the way to success. :'v[orning meetings end on a positive and 
up-beat note. A dress shi11 and tie is mandatory for men, dress slacks and blouse/ 
professional dress/outfit for women Tennis shoes sandals are not acceptable. DR 
detem1ines if attire of the AR is appropriate. AR is sent home to change if DR feels AR 
appearance is not professional -77 is written by DR for AR personnel file. If this happens 



more than once, AR may be dismissed. First impressions are impressions that prospects 
have of \VVBC A successful AR must know and understand the Personnel Handbook. 
Official Presentation, catalog, procedures manual, application, and if AR has a 
presentation book/power point presentation keep it current. If the same presentation is 
given over and over, AR is able to give a presentation professionally and with assurance. 
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8-4-15 (6-24-13) A/R DAILY PLAN:\ER-73/AR WEEKLY REPORT-AR-85 
\Veekly Report-AR completes -85 dailv. Place slash in proper box each time a call 
is made. AR/DR meet every .\fonday morning-AR brings -85 to meeting and it 
is reviev,'ed. This helps improve perfonnance. DR must verify AR is completing -85 
con-ectly. DR creates a formula to determine number of 
phone calls/presentations needed to achieve a predetermined pe1formance level. (50 calls 
Jai~v 35 confac!s 1 app!. 5 appl il'k~v. 5 appl !es,·:! ,1'/o shOH's 3 unm!!mellls a 
Wt!uk). If more calls need made, DR encourages more calls DR he! ps determine best time 
of dav to call prospects. If -85 is incon-ectly completed, DR is not be able to help AR to 
improve. 
Daily Planner -AR completes -73 and brings to Monday morning meeting \Vith DR to 
review This plan is for the new week to set goals and determine how to hit goals DR 
helps AR determine how to get leads, spending AR time wiseh·/profitable. Less time 
spent in the office means AR is generating leads and enrolling. AR writes how they plan 
to speak with cunent students to encouraue them to stay in school as well as 
generating refen-als from them DR helps determine why AR is not getting their O\Vn 
leads. 

1- l - l 3 INFORMATIO'i CARD-196 
AR request ----l 96 from AA when going to career days to have potential applicants 
complete. AR attempts to get as many completed as possible to be able to contact these 
students concerning appointment making/scholarship testing. Completed -196 are given 
to FA to post in lead book After posting, FA gives to DR to give to AR. 

1-1-13 HIGH SCHOOL BOOK -87 
Friday-, AR update their H.S book As AR visits high schools, immediately after 
leaving the high school while sitting in AR car, complete -87 in detail and keeps in high 
school book This book is reviewed with the DR at the morning meeting. This book must 
be updated after each vi sit. Add/delete names of counselor, teachers, secretaries ----all 
contacts_ 

2-1-13 AR-PRESE:\TATION BOOK/COMPLTER 



'.\1onday of Break Week, AR puts together a 3 ring binder as a presentation book or 
computer following 9 Step Plan Lse to have applicant see material/inspire them to want 
to enroll No copies of pages from catalog are placed in book! Put pictures of 
graduates working at their job, press releases about successful students, special awards to 
teachers/ student/ graduates, student council events Get involved with current students. 
These pictures shows applicants what going to WVBC is about. Get a list of 
graduates/where they are working from CSR and place in book/on your computer. 
Book/computer must be clean/ neat /updated at all times. All statistics collected, must be 
noted at bottom of page where they came from Bring book/ computer to morning 
meetings \fagazines in the library can be used for '·\\.,ish list" applicant may want. '\Jew 
house, boat. car, cloths, vacations. etc Book/computer is used at every presentation as a 
personal tool helping you follmv the 9 steps Catalog is on WEB page to reviev.,, AR 
must know the catalog- be able to answer any questions applicant asks. Tuesday 2nd 

week of the quarter AR updates the presentation book/computer. 
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1-1-13 OFFICIAL PRESE\'TATION-15a,b,c,d 
The onlv presentation to be used is the l Sa,b,c,d. AR signed last page and a copy was 
given of l Sa,b,c,d. Presentation must be given exactly as written- steps 1 through 9. This 
plan provides a sound structure and format to make sure presentation keeps AR on track 
Plan is important because it helps AR guide applicant through a predetermined system 
that is specifically designed to increase the intensity of the prospect's desire to enroll. 
Plan gives AR flexibility to use AR individual style without sacrificing the use of a 
proven structure and losing track of key points that must be covered. Experience has 
shown that AR who won't use this plan must rely on winging it and is less likely to have 
an opportunity to get an enrollment. L:sing this plan, also assures WVBC that no 
··untrue·· or misinformation is distributed. After 3 months, DR sits with you at 
least onre a quarter to verify you are using :\"ine Step Plan consistently and 
systematically. Once applicant is comfortable, they are open to listen Infonn applicant 
immediately you make a recommendation to Director as to vihether or not they should 
be considered to take entrance evaluation and apply for acceptance into WVBC. AR 
states in order to make an informed recommendation, you need to take the time to get to 
know them First question AR asks is "What do you think college can do for your This 
is the first question on the Rep Assessment fonn -1 It is necessary for AR complete 
this before doing anything further. Remember people only remember about 17°·o of what 
they "hear" but they remember with great accuracy how· they "felt,._ If there is no 
opportunity to establish trust and develop rapport at the beginning of the interview, 
interview will probably end without an enrollment. When AR do not enroll an applicant, 
AR is missing 
one or more important steps of the presentation l\fost common mistake AR makes is to 

develop rapport (break the ice) then jump to features/benefits of attending college. This 
results in the prospect believing this is a sales pitch giving them the option to buy instead 
of realizing this is a life style change decision When AR substitute information for 
motivation, control is lost at interview and AR fails to establish a sense of urgency. Get 
applicant m.o.t.i . .\:.CJJ.~d then proceed with presentation. Applicant must feel they want to be 



accepted by WVBC. They need to impress you so you will recommend them to the DR 
A sense of excitement and self-worth must be established at the very beginning. 

1-1-1) AR-St;CCESS 
rvreet with DR at 9:00 a.m Wednesday and Friday-fv1onday, Tuesday and Thursday at 
l 0 00 This is to reviev.· leads you have received or generated. motivate. teach and 
advise. DR will review what you did the day before. DR writes results of the 
call/appointment on 80a at the meeting for future information You and the DR help 
detennine goals you need to meet. Your most important goal should be identifies ''A'. 
You need to invest your time in attaining this goal Items ranked ·'B'' or ·'C'' will cany a 
lower priority Begin your day by concentrating on the most important goal-·' A'' 
Concentrate on achieving your goals and avoid irrelevant activities. Setting goals develop 
positive directions You are responsible to keep yourself on track 

1. Enrollment goal for the week 0 

1. How will you achieve enrollment goal for the week 0 (See Form 85.) 
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2. Call X amount of leads and makes X appointments daily 

a How many presentations do you have to give daily to attain the 
enrollment goal for the week 0 

b. Are you speaking daily to cunent students to get referrals? 
c How many self-generated leads do you have to get to achieve J 

enrollments a \Vcck'J 
d. Weekly, how many visits to agencies/ businesses restaurants churches 

bowling alleys/Y\VC, etc. has to be made weekly to get ''X .. self­
generated leads') 

Bring your ·'daily task list'·-calendar-to morning meetings. Follow this "daily task list" 
Do not procrastinate and not make a ''daily tasks lisf'. Complete one task before starting 
on the next. Follow through with your Daily Task List. As time moves on and 
circumstances change, priorities may need to be revised. DR and you work on this 
together. When the unexpected occurs. you need to remember, this provides a challenge 
to adjust to the ''unexpected". Handle the unexpected-then get back to the plan Don't 
make the same mistakes over and over. Say :\0 to interrnptions and requests that are not 
related to your goals. These interruptions distract you from what is important. Keep your 
activities directed constantly toward your goals that you set. l\ot adhering to these goals, 
will have you living and working for the goals of others. Avoid temptation to stop and 
start. Each job and each piece of paper should only be handled once. Deal with the task 
and be done with it. TI\.1E IS VALUABLE' Record appointments, schedule events, 
timetables and deadlines. You can achieve your goals by the following: 

a. Pinpoint primary goal in life. lt is not enough to want happiness or 
money Detennine exactly what you want. Writes it down with a specific goal and 
use your imagination - don't just daydream Be creative. 

b. Expect to pay for what you get-work as directed, take chances, make sacrifices 
and endure set backs. 



c. You cannot afford luxury oflaziness or frequent distractions. Remember this as 
you set goals, unless you are willing to ··pay the price", they are wasting their time 
as well as WVBC. 

d. Send right signals to your subconscious mind. What you send to your brain is 
what your brain computes and returns to you-positively or negatively. 

e. Be v-,illing to accept rejection and failure. You need to be exposed to failure in 
order to succeed 

f Believe in power of thoughts to change things. ~Jost powerful thing in the world is 
an idea that has taken root in the human mind. The sad part is, people have great 
ideas but never do anything about them but talk. AR MUST TAKE ACTIO~! 

g. Kever build a case against yourself-never think negatively about what you do for a 
living. You must be proud to be in this profession 
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h. Never get in the habit of making excuses 

1) FA department lost my enrollment because they didn't give enough FA 
2) If only I had more leads 
3) It's a short week (or the wrong time of the year) 
4) Weather is too bad for me to go out or people to keep appointments 
5) We need more programs 
6) Our programs are too expensive 
7) Other colleges have better equipment or campuses 

A good AR will 
a. Work smart-Smart work is a good investment 
b. Study Hard-Knowledge enables you to work intelligently and effectively 
c. Love your work-You will find pleasure in mastering it 
d. Be democratic-Feel right towards your fellow man or you will never be a 

successful leader 
e. In ALL things, do your best. People who have done their best have done 

everything. People who have done less than their best have done nothing. 
Ways to make people like you 

a. Become genuineh· interested in other people 
b Smile-all the time 
c Remember that a person's name is, to that person, the sweetest and most 

important sound in any language 
d. Be a good listener. Encourage others to talk about themselves 
e. Talk in terms of other person's interests_ Make the other person feel 

important-and do it sincerelv. 
How to \.\lin people over to your way of thinking: 

a. Begin with praise and honest appreciation 
b Call attention to their hesitancy to make a decision "gently'· 



c. Talk about your own hesitancy in making decisions 
d. Ask questions instead of giving information all the time. 
e. Let the other person "save face'' about decision-making or lack ofit but don't 

let them make excuses 
f Praise the slightest ··dream"". When there are dreams-there is hope for a better 

future. 
g. Lse encouragement. Show how their situation is easy to "fix'' 
h. \fake the applicant happv about making a decision with your help 

:\ever give information .Q.!! the telephone. Giving infonnation is for face-to-face 
contact. Support committee .\'IUST be there always If you answer any questions on the 
phone, you did not do your job and you lost control of the conversation, Prospect must 
understand that WVBC is a private school. Retention is as important as enrolling a 
student. Once applicant makes the decision to start classes, they :\IUST finish. They have 
made a commitment to WVBC and more importantly they have made a commitment to 
themselves and their family for the next 9 to 24 months to graduate and get that job they 
have been looking for to make a better future 
AR must understand reasons students drop out of College: 

63c 
a. First month- because you did not do your job and explain the program 

entirely AR must never exaggerate the benefits of attending WVBC Give 
only the true facts. Know evervthino you can know about WVBC Student is 
obviously unhappy with what they bought. They thought they bought 
something else because of something )'OU said in the interview or not said. 

b You did not commit the student. 
Give special attention to your students the first month. l\.fake student feel like they 
belong and you care about them. Always seek out your students and see how they are 
doing. If the student has a complaint do .'\OT sympathize with them Empathize. Listen 
to the problem and ask them if they spoke with them mentor. They must speak with 
their mentor if they feel something is wrong. You need to send a-77 to the DR 
infonning DR of the problem. 
Remember. if the student is happy, they will be happy to give you a referral. :"Jo lead is 

dead lead unless the prospect died. moved away or if they asked you not to call them 
again WVBC does not coax students to enroll If a lead states they are not interested, 
don't just say "thank you" and hang up. You need to have a conversation with the person 
pleasantly, not trying to "sell'' anything. Ask if they ever went to college. are they 
working, where did they hear of\VVBC Ask them what they plan for their future and if 
there is anything WVBC can do to help them Be sincere. If can help them with 
something, help them Before hanging up, ask if they know of anyone else who may 
benefit by getting a skill to get a job. If you do not like working with people you will 
not succeed. You will be spending most of your time with dealing with people. A 
successful AR enjoys dealing ,vith people and is good at it. Those ,vho dislike dealing 
with people will eventually stop doing their job and their enrollment volume steadily 
decreases. Majority of your time should be asking questions and not answering 
questions. If the appointment is at their home, this is the time for you to "prospect'' in 
that area. This should :\EVER be a wasted trip You need to take with you every time 



you go on an appointment, any leads from that area so you can ''drop in'' just to drop off 
a brochure and possibly make an appointment. If you go to the home, you need to say '·I 
am on the road with appointments to enroll students and thought I'd drop you this 
information Can we set an appointment for later?·· Many times appointments will get 
'"cold feef" and just cancels appointments. If the appointment was at the home you go to 
home and drops of a brochure and attempt to make another appointment. Realize it 
doesn't mean the person has changed their mind since they initially called in \-taybe 
something did come up and they can't make appointment or sometimes they just are 
''afraid'. of the idea of going to school They called WVBC and asked for help 
\VVBC must help them People are afraid of change even when they know they must 
make a change. If appointment is not there, wait 15 minutes. Go to a nearby restaurant 
and have a soda/coffee. Drive back to their house. If an appointment is at the campus 
and they don't show up, call within L,2 hour after scheduled appointment and continue 
trying until they are reached that day. In either case, once appointment is missed do not 
try to demand to know "why''. Don't put them on the defensive. You will only alienate 
them Try to make another appointment by saying "Sorry we missed our appointment. 
Can we make another at _or_'Y' There are two reasons appointments don·t shmv up 

1-l - l 3 

I. THEY CAN'T -2. THEY DON'T WA:\T TO 
63d 
AR-GOALS 

You will not be able to successfully enroll students if you do not work with people 
outside of the school. Your goals should be at least 3 new appointments per day - 2 
presentations a day and 3 enrollments a week Once this is accomplished, your goals will 
be met 

1-1-13 A R-PRESE:\T A Tl ON-PRE PARl:\G 
I\.Ieets with the DR and discusses how to get prepared to go on an interview/hold an 
interview Ask yourself the following questions 
I Did I do enough planning and right kind of planning before l have the interview? 
2. How effectively do I manage my time? 
3. Do I understand the importance of rapport during the interview? 
4. Do I expect to get an application when I go on an interview? If not. what is my 

objective(s)? 
5. Did I offer information on the phone resulting in fewer shows for interview? 
6. Who will control the interview-the prospect or me? 
7. Am l prepared to ask the right questions to discover the prospect's true needs'! 
8 Will I be able to relate the educational programs. features and benefits to the 

prospective student's needs and desires? 
9. Do I know how to close at end of interview and am I able to close 

1-1-13 A/R- TELEPHO:\E SCRIPT-NEW LEAD 
When you are returning a call to a "new.-· lead, state; "Hello (lead· s name), my name is 
(your name) from West Virginia Business College and I am following up on your request 
for information concerning WVBC. How can I help you? No matter what they ask, 
listen to what they say then ask. "How did you become interested in \VVBC?" "Are 
you currently working"?** YES response - Ask "\\'here do you work? "Are you 



happy on your job? Do you live with your parents, husband, boyfriend, girlfriend?" 
Once answered you respond by asking- "\Vhat we need to do is get together with you 
and your family to find out how we can help you or even if you need college. I'll be 
(in your area)/(available) on_ or_. \Vhat day and time would be best for (me to 
visit you and your family)(you and your family be able to visit the campus)? I'm 
sure you have lots of questions and we will be able to determine how \VVBC can 
help you. How does that sound? Great"! NO response - Ask "Are you looking for 
work? Are you having a hard time because you don't have skill the employer is 
looking for?" You respond the same way as above for the YES response. 
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1-l - l 3 CONTACTING OLD CALL IN LEADS 
When calling '·previously called in leads'·, state-, 
··Hello (prospects name), my name is (your name) from West Virginia Business College. 
rm following up on your request you made for infonnation on WVBC. Did you receive 
it')''**YES-AR replies ·'Great-Arc you attending college') What's )'our major'l It sounds 
like you know where you are going If you need any information, please don't hesitate to 
call WVBC Do you have any friends who might benefit by going to schooP'' (tvtention 
WVBC several times during the conversation). **T\"0-AR replies 'Tm sorry you didn't 
receive information .\fay I make an appointment now with you to answer all your 
questions about WVBC and how v.-e can help you \Vith your future')''-"l don't see you on 
our enrollment list. Are you currently attending college?" 
**T\"0-ask ''Why not?" AR listens then states, .. I see many people like you every day 
.\fost of them. after meeting with me, decide to go to college somewhere because l can 
answer questions they might have. l would like to meet with you and your family to 
discuss if our college is right for you and possibly help you choose a school for your 
future. I will be(available) (in your area) on_ or_ What day and time is best for me 
to (.\fake an appointment)(visit \Vith) you and your family to answer your questions') 

1-1-13 AR-TELEPHO:\E APPOl:\Tl\lE:\T SETTl:\G 
Using the telephone is not the most palatable part of your tasks. Surviving alone on leads 
generated by WVBC advertising (call ins) won't work. By using the telephone daily, it 
will consistently aid your productivity The telephone should not be an activity of the 
"dreaded last resort" ;\/ever get caught in the trap of using the telephone to play ··catch­
up" when they are desperate and need enrollments Consistent use of the telephone will 
ease pressure you feel to produce enrollments. Persistence is the key to keeping and 
having a p_o_~_i_ti_y_~ m~n.rn.J. _<l..tt.i.rn.d.~-Telephoning prospects is a primary part of your daily 
activities. You cannot allow it to slip to secondary status. Doing so costs you time and 



money and produces frustration and menta l anguish. High performance results are 
attained by the following : 

a. carefu l planning of your time for telephone usage 
b. setting and achieving a goal for minim um number of sched uled appoint ments. 
c . repeat these activities daily 

Do not stop until you have achieve d planned number of calls and appo intment s. Avoid 
allowing yourse lf to stop until you have reached your goa l. You must avoid wast ing time 
by shufflin g, stacki ng and separati ng leads and placing them on the comp uter . Spending 
time "playing " with leads diffuses the commitment and delays your progress and results . 
You are just "stalling" which takes your enthusiasm away and it reflects in your voice on 
the telephone . When you speak on the telephone , you must use prospects name 
freq uently . In order for the "customer " to overcome their fears , they must feel they can 
trust you and WVBC. You need to compliment the prospect: 

"Mary , what a great question! " or 
"Mary , that is an excellent questions " . 

"That is why I need to make an appointme nt to answer all your questions Mary " . 
This kind of dialogue is going to build trust into relationships and instills confidence in 
the prospect and yourse lf. You must take you time to show prospect you are sincere about 
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providing assistance to help him/her meet his/her needs and make them knowledgeable 
about WVBC. You must ask questio ns. Prospect becomes more trust ing if you ask 
questions showing your concerns are associated with person ' s needs or problems 
enabling you to set more appointments. You must be aware when a prospect states a 
concern , you must take caut ion not to react with an overwhe lming response. You must 
think before speaking. As you are speaki ng on the telep hone prospect is develop ing a 
mental picture of you as you are developing a picture of them. Remember you should not 
be on the phone longer than 3 minutes . Do not answer question-ask questions. You must: 

a. avoid puttin g telephone down and quitting because of too many "no" 
responses- KEEP ON GOING 

b. don 't take a break - KEEP ON GOING 
When you set an appointment you get excited . When this happens, you may want to take 
a break , roam aroun d the office telling others of your latest accomplis hment. You need to 
get right back on the telephone and make anothe r appo intment while your excitement , 
commitment and conviction levels are high. You must read your notes, if you have any, 
before contacting prospect to know what questions to ask . Call most current lead first. 

1-1-1300 NOT PROCRAST INATE! Your job will never get done if you do. If you 
are not makin g 2 to 3 presentations~ day beca use of lack of appointments , question has 
to be asked : 

1. Do you use the right tone of voice on the phone? 
2. Do you use proper rate of speed in speaking? 
3. Do you use the telephone for the wrong purpose- " Selling the product instead 

of the appointment ?" 
4. Do you tell the prospect too much? 
5. Do you offer the prospect reasons for making an appointment ? 
6. Do you probe their needs effec tively? 



7. Do you assume you understand prospect correctly when you do not'J 
8 Do you assume prospect hears you correctly') 
9 Are you enthusiastic') 
10. Do you really know how to make an appointment? 
11. Do you make enough phone callsCJ Do you get discouraged after so many 

'·tum downs"') 
12 Do you make phone calls a certain time of day') 
13 Do you know what time of day seems to get the best results'J 
14 Do I need to record my phone calls to check for improvement') 
15 Do I take notes when making calls') 

Don't answer any questions Response always is ··\Vhen can we meet to 
answer all your questions')" '·Do you need directions to WVBC/your 
home'J" is (\fonday) at __ a good time or (Tuesday) at __ better')" 

16 Do you make excuses as to why you don't make calls? 
17 Are you afraid of failure') 
18 Are you afraid to ask for appointment'J 

Constantly ask questions and improve on each. If person states "Do not call again" \\lE 
DO NOT CALL A.GAi:\" Give lead to DR stating person did not want called again. 
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1-1-13 A/R-HANDLl:\G OBJECTIO:\S 0:\ THE PHONE 
At 10 00 a.m AR and DR work with AR on how to handle objections when trying to 
make appointments: 
OBJECTIO:\"" I'm checking out all schools and just want some general information. 
RESPO\SE: That's great, ifs ahvay's nice to talk \Vith someone \vho's concerned 
enough about their future to really dig in and get the facts Since you're the type of 
person who wants to get the complete picture, wouldn't it make sense for you to meet 
with me and get a first-hand look at WVBCCJ If our programs don·t meet your specific 
needs. J"ll help refer you to another school that may offer training in your area of interest. 
OBJECTIO'.'i: I work most of the time and don't have time to see you. 
RESPO:\""SE: I know vvhat you mean vvhen you say you don't have much time? A lot 
of our students are in the same position \.1any of them hold down full-time jobs and also 
attend school That's why we make appointments at your convenience either at your 
home orWVBC 
OBJECTIO:\"": I need a job before I can come to school 
RESPO:\""SE: That's a good idea. What are your job prospects? (you v.:ill find that 
they'll usually say, "not very good" or. '·J don't have any", or ·'I'm still in the process of 
looking'') You now respond. '·The fact that you mention .. you need a job" is really what 
we're all about. That's the same position everyone in school is in. we·re here to help 
people like you get the training you need to get and keep that good job with a future and 
good prospect for advancement and security'' 
OBJECTIO'.'\· Community College as opposed to private school I 
RESPO:\""SE Programs in our college deal with only work related subjects. Classes 
are small with individual attention You will be on a one on one basis with each of your 
teachers as well as staff Individual attention helps you complete college so much easier. 
At WVBC you can finish college in a short period of time compared to what it would 
take years to finish in a community or four year college. In addition, income potential 



starts earlier along with all the benefits employment brings: financial independence and 
security Why don't you set an appointment with me sol will be able to let you know of 
all the benefits of WVBC How about tomorrow at I 00 or 3 QQ? 
OBJECTION Applicant calls for programs WVBC doesn·t teach 
RESPO:\SE: First determine how strong the interest is for that particular program 
Start by asking questions. "Is this for your?" and "How is it you happen to be interested 
in (Program)?'' On occasion. their reasons for wanting other programs may not be strong, 
well-founded reasons. It is important when they ask if you teach programs not offered at 
\VVBC, not to come back immediately with :\o, we don't" Once said, this is an 
immediate turn off It's better to ask some questions FIRST to determine their interest in 
that program and then try to match their interest with WVBC programs. 
OBJECTIO:\ Any type of objections. 
RESPO:\SE: (Mary), these questions are far too important to be answered in the 
limited time available now. Since the answers could affect your future, they should be 
explored in detail to be absolutely sure you understand every facet. Let's set aside an 
hour on or Let's find out whether a (program) career is a good choice for you. 
We'll be able to find out by going further into your background then advising you on 
whether (program) is a field you can handle. 
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OBJECTIO:\ Just send me a brochure. 
RESPO:\SE: I'll be happy to send a brochure; however, it is so general in nature that it 
usually ends up lying around like a telephone book. We find most people have so many 
questions dealing \Vith individual situation that by taking time nmv to make an 
appointment. )'ou·ll have the opportunity to make plans based on information relative to 
your needs and circumstances (Mary) can you see how this approach would be more 
helpful? Explains a brochure will be brought to the appointment. (AN must hand 1he111 a 
hroc/111re at !he appointment) If you don't make an appointment or if you get stood up, in 
about a week. go to the home with the brochure and say you were in the area and thought 
you would drop off some information and explain the programs. If you sees them 
personally, speak for a few moments and try to make an appointment when the ''family" 
,vill be there. Ifno one is there, drop off the brochure and call the next day to ask if they 
received the brochure. Get an appointment. 
OBJECTIO:\: I want to attend college, but I have to work another year to save money. 
RESPO:\SE: (:\fary), Before making any definite career plans, let's make sure you are 
on the right track \\/e have financial aid available to those who qualify and I am sure we 
will be able to work out any financial problems you may have concerning college and 
finances Will _or _be a good time to visit ,vith you and your family to see ,vhat 
career you would best be suited for'F OR 
(I'vtary) there are many different schools, all serving different needs in our community 
\VVBC is looking for students fitting a specific description At this point, it is impossible 
to tell which kind of training would be best for you. By permitting me to make an 
appointment, I feel confident rll be able to help you make an intelligent choice of a 
career. I'll be able to give you advice when I know more about you after our interview. 
We do have FA available to those who qualify. Will_ or_be a good time to visit with 
you and your family to see what career you may be suitable for? Do not be afraid of 
objections. Asks for reasons the person doesn't feel they can enroll This is the only way 



you will be able to help the person. "'Objections .. is one of the 9 steps. Objections show 
the need for more information Objections identifies what the person is questioning and 
what they really are interested in \fost people have "pat" objections as a defense. Ifit is 
a real objection, they will bring it up again Do not ignore objections. Give a solution. 
Objections are excuses as to why they can't enroll. Overcome these '·excuses" before 
proceeding. Ask questions until real objection is determined. Let prospect do the 
talking. The more the prospect talks, the more you will know what they need \\/hen a 
prospect gives an objection, do not argue, listen. Question and/or confirn1 by restating 
objection as to why they can't enroll Give them a solution i.e. 
OBJECTIO~ ·'Before I enroll. I want to think about it. I'll call you when.'' 
RESPO~SE. '·Let's not think about enrolling in school right now, (l\fary) we're still 
pretty far from determining whether or not you will be accepted into a program at 
WVBC The reason for this visit will give us an idea of your qualifications and it will let 
you have an idea of what it is like in the (program) field. One thing you do need now is 
frank advice on your career goals and whether or not you fit in the (program) field. By 
evaluating your background and motivation, we·11 be able to determine whether or not 
you should pursue this career. Where do you see yourself a few years from now? Will 
you still be here wondering how you can better yourself or will you be working in a field 

66b 
that you enjoy and bringing home money to pay for your new (carp The longer you wait 
to decide the longer it will take for you to start getting ahead in life_ If you feel they do 
not have the full attention stop and ask ··do you want to enroll in school''? If the prospect 
says something like "'yes, I want to go to school but I can't afford it, I don't have 
transportation, I don't have a babysitter, it is too far, I'm not smart enough"' etc -)'OU must 
overcome these objections Get to the heart of the matter. Be observant of evervone in 
the room to determine ifvour getting through to evervone._Ask questions until you get to 
the '·rear· problem. Let them talk The more they talk the more you know what they 
need Ask these questions after they have talked about "why they can·t enroll'. ''If I 
recommend you and you are accepted into WVBC 

a. What would you do once you graduate from WVBC? 
b Would you want to work full/part time? 
c. Would you want to begin in the day or evening program? 
d Our program begins on _(!\ext start date). How does that sound? 
e. Can you see yourself working as a (program)? 

This will put the prospect in a positive mood. 

1- l - l 3 \IAILINGS-AR 
Brochures or letters are not to be mailed by AR. If AR is unable to contact a lead, AR can 
go the leads home and attempt to get an appointment or leave a brochure with their name 
for the lead to contact them Once a lead is received. give to the DR who records and 
returns to AR This is your lead. If lead calls in/stops in and asks for the you by name 
and the you are out of the office the DR makes an appointment for whoever initially had 
the lead. 

1-1-1 J LEAD FOLLOW-LIP 



AR-Use your own organizing method for lead.\. Keep notes on lead sheet itself with 
.\fonth and Year and time contacted \Vrite what was said. :"Jote when to contact 
again Follow up on lead once a month or when it is noted This is consistently done until 
the lead states "Don't call again". If the lead has moved and no new number or address is 
available it is given to the DR as an unworkable lead. 

1-1-13 DEAD LEAD 
Only lead that is dead is leads that states ''do not call me again·' When calling ''leads·' 
and they state they are not interested, do not say ''thank you·' and hang up. AR asks if 
they could keep their name and contact them on a later date in case their circumstances 
change. You do not ··twist anns'' or ·'coax'' students into enrolling at WVBC. 
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1-1-13 LEADS-PLACES TO GO TO GENERATE-92a,b 
You need to think of places to go to get their own self-generated leads. AL\VAYS post 
-92a,b at these places once permission is received: 

Hand out brochures CVCf)'\vhcrc )'OU go I 
Armed Forces- recruiting offices-they have all senior lists for past years as well 
as current and future years. Invite recruiters out for coffee/pop or take to their 
office. Build a professional relationship. Explain what you do and how you can 
share lists with them and how sharing list is confidential We do not identify 
where leads come from as we exchange the list. Recruiter's jobs are the same as 
AR job; recruit people. Invite them to your campus to speak vvith DR about giving 
a presentation to WVBC current graduating class. 

2. Army Reserve Centers-This organization will pay for tuition for many of their 
people to go to college. Build a professional relationship I 

3. Referrals-obtain names from currently enrolled students as well as current 
enrollments not yet having started classes. Always ask for referrals at the initial 
presentation per 9 Step Plan. :"Jew enrollments like to give a name to have 
someone ride with them. study with etc. 

4 Business Organizations - speak to organizations, ladies groups. Junior League, 
YWCA, business classes in high schools. etc. Hand out flyers. 

5 Band Directors-Coaches- Speak with these people, they always have prior 
years/current/future lists of members of their group Juniors and seniors. 

6. Health Clubs ---Visit and ask for fonner or current members-post 92a,h 
7. Ministers-Priests-Rabbi-Visits and give them flyers and ask them to pass out to 

their congregation. Ask if anyone in the congregation could benefit from training 
at WVBC These people know their congregation and who may need to get jobs 
and should get training to help their family Leave flyers 



8 Job Fairs-Find out where any are being held and go. \Jingle with the people 
looking for jobs. They need the skills we teach to get a job 

9 High School Career Days-Find out when they are held and get invited 
10. College Dropout lists-If you know anyone working in local college office, ask if 

we could share lists with assurance of confidentiality. 
11 Bowling Alleys-Visit and talk to people while bowling. 
12. GED Testing Center-Find out when they are giving the test and where. Visit 

and speak to the people taking the test with the pem1ission of the person 
administering the test. Get to know administers so they can let you know of 
people WVBC can help 

13 Restaurants/Grocery Stores/Department Stores/Doctors Office/Beauty 
Shops-Talk with individual people at these places to see if they attended college. 
If not, are they interested CJ DO :\OT try to enroll them NO\\'I Give them a 
brochure and your business card and tell them you will call them. Get their name 
and number and call within 24 hours to set an appointment. -93 

14. Softball Games-Get from the city where and when games will be played. Go to 
these and meet the attendees-wives, girlfriends, families. Hand out flyers and 
business cards. Get names and number - do not try to enroll at the game. 

67a 
15. Old Lists-Get from DR old lists and begin calling. It is important you disregard 

any notes made on the call in list card and recall them. People's lives change 
every day (think of your mvn life) If they \Vere not interested before things 
could have changed and the)' may be interested now Former employee may not 
have made proper notations. 

16. Cold Calls-get the telephone book and begin calling, beginning with A and 
ending with Z Go to homes and knock at the door stating "I'm__ from 
WVBC and we are canvassing the area to see if anyone in your home could 
benefit from college. We are letting people know that there is financial aid 
available to them if they qualified. Get a name and number. This is the toughest 
form of lead generating but it can be productive. \\'hen all else fails and your 
goals for the week are not being met you need to cold call. 

17. WIA-Per schedule DR sets for the AR. 
To be a successful Admissions Representative you must motivate yourself. You know 
when you are sitting and waiting for someone to call in, your production will go down 
Don't put yourself in this position. If this is the career you want. you must do this 
routinely and faithfully You will succeed if you do the above. 

Pass out brochures-business card evervwhere vou go!!! 

1-1-13 LEAD GENERA TI'iG-ADl:L TS 
Understand the differences bet\veen Adult l\farket and High School \tfarket Adults are 
people over 21 Think about how many under-skilled, unemployed, dissatisfied 
individuals over 21 are in our city and surrounding area'J Adults generally have more 
baggage to bring with them if they decide to enroll. Personal problems-children, 
husbands, money, haven't been in school for ages, health, jobs are some of the "baggage" 
they will bring with them High School seniors are used to getting up to go to school, 



studying, ''listening'' and '"following'' directions from teachers and parents. 
Think of the size of our market area-30 mile radius of the city. This is a large area with 
many, many adults and during the 5-1/2 days of prospecting you should be able to •'find'" 
many adults who can benefit from training at WVBC. Constantly thinking of places you 
can '•find"' these people-employment offices in each counties, churches, ball games, 
hockey games, any gatherings Evervwhere people gather. A small portion of\\/VBC 
leads begin as an inquiry generated by advertising. WVBC can help all of these people 
calling in. These people are already asking-begging-for HELPI They know they need 
to do something different in their life to get a job or even a better job When you don't 
enroll these people, you are not helping them change their lives. You have failed to do 
your job. By getting an appointment with these call-ins and following the 9-step plan. 
there is no reason why you cannot succeed. You need to look into yourself and ask "'Arn I 
really doing what I should be doing to be successful?" "Arn I doing all that WVBC asks 
of me to get the lead and enrollment or am I doing only part of what WVBC asks?'' 
'·Am I trying to do it my way''? Adult market comes to us with so much baggage that, if 
you do not work the 9 step plan, even if you enroll the person, chances of them showing 
up, starting and staying in school are 50°-o. If the 9-step plan is used faithfully, you 
would enroll, start and keep more students enabling you to achieve your goals. You need 
to consider if you are '·prospecting"' or are just ··talking"' at people not to them and 
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walking away without sincerely finding out if the person(s) need help? Are you getting 
names and numbers; did you give out business cards or brochures·; Do not be afraid to 
talk with people. Ask people questions. Don't just walk up to someone and say '"Would 
you like to go to collcger You must first ·'visit"" \Vith people for just a fc\v minutes. '"Hi, 
how are you? I love this store How long have you worked here? Have you ever gone to 
college? Did you know there is financial aids available to help pay for college? Have 
you heard of West Virginia Business College? I don't want to take up anymore of your 
time so here is my card and a brochure. What is your name-phone number? I'll call you 
in a couple of days to give you some information to help you get into a nev.· field"' This 
will only take two to three minutes at the most. \lever stay longer and try to sell them 
You only want to get their name and number. In order to get leads for the Adult market 
regularly go to Armed Forces offices/Reserves Offices in local counties within a 30 mile 
radius Build a relationship with the Armed Forces/Reserves recruiters 

1-1-1 J LEAD GENERATI'iG-HIGH SCHOOL STCDE'iT-2la,b 
After visiting high schools and AR has a senior list. as soon as AR anives on campus 
give list to FA and it is recorded in lead book A copy is given to AR same dav to begin 
calling seniors attempting to make an appointment. Ifno appointment can be set. AR 
informs senior of the scholarship test and attempt to register them When AR calls senior 
lists and senior did not request information. use 21 a,b. Don't just memmize 21 a 
Complete form 21b in its' entirety and give to DR Saturday by 1 00. Write '\vhy'' senior 
is not going to college. This is considered a survey and protects WVBC/AR from 
breaking FTC's Rule-"Do not call" list. If person states "Do not call me again''. highlight 
name and write '·Do not call'' give to DR. When senior asks questions, response is, ""That 
is why we need to make an appointment with you to determine if you are eligible to 



attend WVBC, what program you are eligible to enter, what the costs will be., AR asks 
"What time would it be better for me to come to your home/you to come to our campus to 
meet with you and your parents _or _'" 7 Anytime a prospective student is called, be 
firm rather than overly friendly AR's voice should represent a degree ofauth01ity. 
Impressions are fanned within the first minute. You should not be on the phone for more 
than 3-5 minutes !\ever give information -ask for information. To get more H.S semors 
to enroll build a relationship with teachers and counselors. 

1 Ask groups of seniors to sit in on WVBC classes (clear H'ilh JJR.f1r.'JI) 
'l Inform counselors and teachers about all scholarship oppo11unities: 

a.President's Scholarship $19,200 
b Take \VVBC Scholarship applications to them - $500 and S 1000 
c.Extend open invitation to visit WVBC campus. 
d.l\otify Teachers/Counselors of their graduates who are attending WVBC If 

graduated- where working 
e.Infonn counselors/Principals DR and FA gives programs FA on Saturdays to 

parents/students. 
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1-1-13 SENIORS ENROLLMENT NOW! 
IF A SEI\IOR El\ROLLS '.!ORE THA'I LIKELY THEY WILL GIVE A REFERAL 
You need to tell seniors to enroll .\0\\/ and not \Vait 

I Summer enrollment-Tell seniors to be a leader and set goals early July 
enrollments get a head start on finding jobs. If enrolled in a diploma program, 
you graduate in ~farch getting in to the job market sooner than all the large 
colleges who graduate in July Degree graduate in December giving them a 
head start over the large colleges 

2. Senior are to be told when they make an early decision they can stop 
worrying about their future. Enjoy their senior year. 

3 Financial Aid can be applied for immediately and senior will know what they 
are eligible for now 

4. Ask senior ''If this is what you want why wait?" 
5. Remind seniors they will get bored during the summer. July gives them 

something to look forward to instead ofloafing. F1iends will be going on 
family vacations, planning for their college experience etc Friends may get a 
part-time job, purchase a ''cheap., car-which always needs repairs-gets them in 

6. debt causing them to put off starting in Fall in order to continue working to 
pay off their debt. This could go on for a couple of years College takes a back 
seat. Be stromz in convincirn.1: them NO\V is \vhen to enroll 

7. Remind seniors that they have a pattern of going to school and studying and 
they are still used to the routine of school and classes. 

ENROLL NOW FACTS 
To feel comfortable speaking to women about going to college, know: 

a. Divorce-65°·0 of marriages end up in divorce cou11-women must work. 



b Death or disability of the husband-women must work 
c. Today's economy-two people have to work to pay bills and buy things 

they need and want for the family 
d. Husband makes enough money-Children leave home-wife gets bored at 

home and vvants to work. 
All these women \.\iill need a skill to get a job \VVBC is short-tenn which enables them 
to get in the workforce quickly :"Jumber one reason for divorce is argument over lack of 
money At the presentation, compares training at 4 year colleges and WVBC 

WVBC FOUR YEARS 
9 Month or 18 :\.-Ionth College 
Start using skills quicker on the job 
Start work 3 years sooner 
Small Classes 
Individual Attention 
Placement-WVBC helps students who 
want to work get job interviews 

Four Year(lTsually 5 to 6 years) 
Liberal Arts classes first 2 years 
Minimum of 4 years to graduate 
Large Classes 
Students are numbers (sometime 200 per class) 
Placement Department seldom helps \.\iithjobs 
Usually posts notices on bulletin boards 
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1-1-13 ENROLL NOW-CO'.\IPARE NEXT 5 YEARS OF YOUR LIFE 
WVBC 

!'1 vear-Leam Skills 
2nd-year-Begin Working earning a salary 
3rd year-Still working-raise 
4lh s ·11 k. . year- ti wor mg-raise 
Slh S ·11 k. . year- ti wor 'mg-raise 

lh S ·11 k. . 6 year- ti war mg-raise 

FOUR YEARS(5?) 
Liberal Arts Classes-2 years or more 
Learn more liberal Arts 
Emphasis placed on your major 
!\fore emphasis placed on your major 
Finish classes not previously offered 
Begin working-:"Jo experience. 

1-1-13 'iO SHOWS/CA'iCELLATIONS 
AR/DR meet- reasons why no shows/cancellations happens and why AR can't hit goals. 
>Jo shows/cancellations usually are reason AR doesn't hit goals. AR needs to enroll 
''extras" because ofno shows/cancellations. When applicant completes FA and decides 
not to attend, AR must ask '·why"? Reasons applicants no show/cancel'' 

a. AR did not create enough need. 
b AR did not uncover the "real" objections at the interview 
c AR did not create enough urgency to start now. 
d. AR did not convince him/her of the benefits of attending \VVBC 
e. AR did not respond with a good enough solution for their objections 
f AR did not commit student and support committee that they need WVBC 

Review 9 step to see what you did not do. If AR wants to be successful and make this a 
career, AR has to face real facts that it is AR failure to do something when an 
enrollment does not show up for classes. If prospect initially called WVBC, they called 
for help 



AR did not find their need and respond to their need AR have to be open to corrective 
criticism and not feel "persecuted or picked on" Keeping an open mind will help AR 
improve and succeed. Success is dependent upon number of people AR sees. If AR 
wants positive results, AR must make a commitment and take action. 

1-1-13 AR-PRESE'iTATION QllESTIO'iS 
Questions you can ask during the presentation 
1 .What are you looking for in a career/\Vhat would you like to be doing 3 years from now 
2 \\.,hat do you do in your spare time? Will college take away from this') 
3 What is important to you. not only career-wise. but personally for yourself) 
4 What are you doing nov/J Working, going to school, unemployed? 
5 What prior education have you had? 
6 How were your grades in high school? Could you have done better. 
7. If you were accepted at WVBC. do you feel you would do better? Why? 
8 What type of work do you do? Do you enjoy it? Do you earn enough money to cover 

expenses? How long have you been there? 
9. How much money would you like to earn per year? 
10 If you were accepted to WVBC, how do you plan to pay for your expenses? 
11 Are you aware how the federal financial aid programs work? 
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12 Do you have a dependable car? How could you get to/from school daily? 
13 How does your family feel about you going to college? 
14 Why do )'OU want to become a ? What about this field interests \'OU? 
15 How long have you been interested in becoming a ? 
16 Are you willing to sacrifice time/effort necessary to complete your program? 

2-1-13 BE'iEFITS FOR WVBC STl:DE'iTS 
Some benefits of WV BC you need to appraise prospect of 

1. Transportation-help student get bus pass-helps getting rides with other students 
2. Free lifetime refresher courses - Graduates only 
3. Free lifetime placement assistance - Graduates only 
4. Day/.'\ight classes···· explain schedule 4 days a week: 3 nights a week 
5. Starts every 6 weeks. 
6. Individual attention-:\1entor program-teacher advising-Small classes 
7. Relevant classes-classes pertaining to your career 
8. Bookstore-on campus 
9. Out of State Tuition-.'\ONE 
10. Tuition-never raises after starting classes 
11. Qualified Instructors per accreditation requirements 
12. Financial Aid Assistance-individual meetings with financial aid manager 
13. Jobs-show list of working graduates and \vhere they are working 
14. Short term training-on the job sooner 
15. '\lo Application Fee 

1-1-13 REJECTIO'iS 



Q_n_~ g_ft_b__~ m_g_~J consistent tn.1_i_t~ ,i,m_g_n_g high achievers i_n Admissions Department is 
their abilitv to bounce back from rejection and to be relentless in their pursuit of 
an enrollment. "Knock me down eight times, and I'll get up the ninth" time." DR and 
AR meet daily 
l. :\o pain-no gain - ~fost people say ''no·· many times before they say "yes'" AR must 
alv,ays call back v,,ith a positive attitude and help the prospect change their mind Some 
people are just not ready to commit to an appointment. Make a note on lead card when to 
re-contact and also note why they did not enroll Do not twist anns. 
2. Success breeds success - Talk to their enrolled students, not to just keep 
the relationship intact and help keep student in school but also to create a testimonial 
that can be used when talking to new prospects when they are saying no. Remember 
what your enrolled students said when they decided to enroll Hearing positive comments 
from students will boost your enthusiasm and that enthusiasm is all-powerful when facing 
most adversity. \Vhen you lose an enrollment you have worked hard for, your attitude 
suffers. Great success is based on resili_ence-how fast you can get back on your feet-brush 
yourself off and get your attitude back on track. 
3.Move-On-:\-lake up your mind to enroll prospect or move on You cannot waste time 
with prospective enrollments who will never enroll for a variety of reasons. Sometimes 
you create setbacks by setting yourself up for failure from the staii. Setback happen many 
times because you may not be listening to prospect or you do not ask the right questions. 
They are asking you for advice Be honest and give it to them rvtoving on to new 
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prospects will increase your enrollment numbers and this is one of the best ways to deal 
\Vith setbacks \\/hat really, matters is learning one of the most po\verful lessons in life 
.. Within adversity, setbacks, obstacles and failures lies the richness of experience and the 
ingredients for future success.'' Alwa)'"S be honest with yourself. Do you use your 
presentation, reviewing constantly to verify you use the 9 steps in order. Always look 
and act professionally. Lse a briefcase if going on outside visits Do not take papef\vork 
that will get sloppy or looking helter-skelter hoping your "great personality .. will enroll 
the prospect. T\ever pre-judge your prospect. Looks and voices are deceiving. There is no 
reason to assume because of their home. what they look or sound like, that certain 
person(s) shouldn't be told about our program 
You cannot accept applicant, onlv recommend to DR to accept applicant. DR is the only 
person who accepts applicant. Be aware as soon as you meet a prospect they are 
observing you Your entire demeanor is being observed and must depict you as a 
professional right from the start. They are expecting a "college type" professional person 
not someone who looks like their friends You must check your appearance before 
meeting with your appointment. Make sure all forms and materials necessary for an 
enrollment are on your desk (in your briefcase for a home visit) If you have just 
completed an appointment and are going to another, verify everything is in order for the 
next appointment. Is your papenvork neat. clean and orderly in a briefcase/p01ifolio? 
Immediately identify yourself and extend your hand to for a friendly handshake. This 
relaxes both of you. Ifon a home visit, if offered a coffee, soda, etc., always accept even 
ifit is a glass of water. This makes prospect feel more comf01iable-this is a "welcome'' to 
you. Never accepts an alcoholic beverage. You are ready to begin the first step of 
breaking the ice and completing 9 step plan 



1-1-13 AFTER PRESENT A TIO'i 
After presentations are given. DR and AR review the results at their morning meetings 

1.What points did you waste your time on'} 
2.What points should you have spent more time on? 
3 What did you miss altogether') 
4 What objections were expressed and how did you handle them') 
5.What improvements do you need to make for your next presentation'} 

You have to be totally honest and open to corrective criticism Everyone always want to 
think it is really not their '·fault" that something didn't happen. You need to realize that 
someone was sold at the interview-prospect. they enrolled or AR- prospect convinced 
AR they should not go to \VVBC. Take a hard look at all the facts and learn from them 
Some reasons you may not succeed are as follows 

1 80°·0 lack industry-fail to go after business immediately-you want to do it 
your way, not the way you are directed to do it. 

2. 75°·0 fail to follow directions 
3 20°·0 have inadequate knO\vledge about you product. If you don't know the 

answer, make a note and tell the prospect you will get back with them. When 
you get back to the office, find the answer and get back with them 

immediately! 
4 25°·0 lack fighting spirit-gives up when things don't go their way 
5 15°-o lack enthusiasm 

69c 
All the previous items have to be \Vorked on daily, if you expect to succeed at WVBC 
How nice it would be to enroll all contacts on the first visit Since it doesn't always 
happen this way, you need to follow up on ALL interviews that do not enroll. If you 
keep enough notes, you will be able to ask questions of the prospect like: ''Did you get 
the job you thought you were going to getr ·'Did you get your new car'"'} ·'Did you have 
your babyr 

1-1-13 WHY LEADS DO'i'T E'iROLL 
Think about why you feel the prospect did not enroll directly after the presentation 

I .Did the prospect have self-discipline') 
2.Did the prospect have a low self-esteem? 
3.Did the prospect seem motivated? 
4.Did the prospect seem to have high standards') 
5 If prospect works. were they confident continuing work while enrolled') 
6.Did the prospect seem afraid of change'J 
7.Did the prospect attend other schools and are to afraid to try again'} 
8.Did prospect have a support group') 
9.Did prospect have job skills but they are outdated') 

JO.Did prospect appear to not have confidence'J Felt they could not succeed 
because of peer pressure-friend/family don't want them to succeed '} 

(because they have failed previously) 
11.Did prospect have personal goals') 
12.Did prospect have knowledge on how to study'J 



13.Did prospect do poorly in high school? 
14.Did prospect have reliable transportation') 
15.Did prospect have reliable child-care 
16.Did the prospect appear to think they can't pay for their education 

Anyone of these ''reasons·' could cause a person not to enroll or to be a cancellation. 
\\/hat can you do to overcome these problems') 

Below are ways to achieve success and happiness 
1.Don't be afraid to set goals- money oriented or promotion oriented. 
2.Appointments set with suppo11 committee present generally are kept. 
3.A positive mental attitude is the best tool for enrolling prospects. Read motivational 

books from the library or tapes and videos. Tapes can be listened to in your car as you 
are driving to/from/work, going to high school visits, etc. just to get your PMA up. 

4.Be consistent in all aspects of your job 
5.l\"ever try to enroll a prospect over the phone 
6.l\ever try to enroll self-generated leads immediately. Get name and number then call 
7.Organize/Schedule your day Saturday is best day for planning/setting appointments. 
8 Try to have FA set every :\fonday to start week out on a positive note. 
9.Generally, if AR sets 8 appointments weekly, 5 are kept. Out of 5 presentations a 

minimum of2 will enroll Along with DR, Form -85 will help you determine where 
your weakness is. Using this form faithfully, accurately, minute by minute will help 
you attain your goals Get into a routine to make a slash in that day·s box immediatelv 
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after hanging !::ill-After each call put a slash under day' you called (Do not \Vait until 
you make a '·bunch,. of calls) If you are making 50 calls a day, actually contacting 41 
you should be able to make an appointment. ff you aren't. you need to review your 
technique on the telephone. Are you talking too much/not energetic? Are you being 
stood up for appointments') Are you giving presentations/getting enrollments') Are 
they not showing up for FA appointment') Are you getting referrals') Have DR 
listen to your calls. Ask DR to sit in your presentations. Ask for help!. Enrollments 
should come from referrals/self-generated leads (75°.·o). Advertisings-(25°·0) 

1-1-13 
I 

2 

3 

4 

5 

COM'.\ION MISTAKES OF AD'.\IISSIONS REPRESE'iTA TIVES 
Low performers focus on the product rather than the customer. Don't devotes 
your eff011 to ''force feeding'· information about \VVBC. Top-perfonners devote 
their eff01is to listening to the needs of each prospect. 
Low performers ·'Talk too much'' Top performers elicit feedback and allow the 
prospect to be completely involved in the process 
Low performers do not understand the prospect's needs Top perfom1ers do not 
assume what the prospect needs or wants instead. you must ask open-ended 
questions to uncover needs and wants 
Low performers promote features Top performers focus on relating benefits 
Speaks about benefits graduates get after graduation, not features of each 
program 
Low performers do not establish competitive edge and does not know how 
\VVBC gives better value than other schools in the area. Top perfom1ers 



research the competition and understand how WVBC beats the competition 
6 Low performers are not adaptable to change. Top performers anticipate 

upcoming job market changes and adjust work schedules to accommodate change 
7 The motivation and/or endurance levels of low performers are weakened. Top 

performers become resilient to setbacks-they spend little time and pay little 
attention to the ·' 1 give up" syndrome. 

8 Low performers '"sell'' without having any specific objective in mind. Top 
perfom1ers move toward their objectives in a methodical and systematic fashion. 

() Low performers prospect only when they need enrollments. Top performers 
constantly develop new leads and ask for referrals. 

10. Low performers waste their time with unproductive activities Top performers 
achieve high standards. 

You must set goals and maintain a daily schedule comprised of required activities. 

5-29-15(5-1-13) SENIOR PICTURES 
AR will reque . .;t a .,·enior picture from all .'ienion a.,, thei' are enrolled and give to DR. 
/JR gives .'ienior picture to C\'R. C\'R contact . .; .'ienior to get personal information fYom 
them (or parent of'senior) (or" pres~; release. This i.,· announcing the .,·enior has been 
acce/J{ed into WVBC. If AR did not get a picture, immediately after accepting the senior, 
DR requests a high school picture If the senior does not have one DR has CSR take a 
picture (DR is revm11sihle tof()//oiv 11p and req11e.;1 senior picl11re frH' the press release.) 
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5-8-14 VISIBILITY REPORT-AR 
AR does a visibility activity weekly This can be anything that exposes WVBC to the 
public except WIA activities. A report will be given to the DR by \fondav end of day. 
This report will describe the activity and expected results. DR and AR will track 
activities and DR reports to G.\1 with monthly results. AR will give™ speech to a 
group MonthlY. Any group. (excluding WIA). All contents must be approved by 
DR prior to speech Any materials needed are the responsibility of the employee 
to follow procedure manual and request and order on time, and correctly. No exceptions 
will be made because materials are unavailable. Prepare early and have a contingency 
plan I 

7-1-14 CHA:\GE OF PROGRA,I -74a,c-103b.c 
Before meeting with a student to change their program. AA checks v-..rvsc 
evaluation score to verifv student has met requirements to enter the program If student is 
eligible, AA completes a new application now_ ({f-Hudem is a xmduate ol W/H( ·. 
emlua1io11 rcq11ireme111 is 1101 neces.,m:i) Administrative fee is charged as well as current 
tuition Student must sign 74c after AA completes. (copy to st11de11t-origina! to 
file) Attempted credits and grades earned which do not apply to student's new major, 
will not be counted towards new major nor transferred to new PRC Grades earned and 
credits attempted that are in the new program DO apply to new program AA 
completes -74a with grades and monetarv value and posts attempted classes and grades to 
PRC. Any •T' earned in a class in g_l_Q program and is r~_qµ_i_r_~_Q_ in D.~.W program is 
transferred to new PRC (,Vo monetan' credi1 fj_· given_fr.Jt this c!asv Students can 



retake a class one time if they earned a B or less (to improve grade) and get FA for that 
class the second time only. (AA nottfies rA immediately ~la da ss has been taken more 
than 1 hme). AA notes on 74a classes transferring in and gives to DR for review. (AA and 
DR reviews old TAC lo determine 111011e101:v value to be given per class) DR must review 
-74a and accept application before student goes through FA. (See 103b, c-PRC posting) 

10-30-14 CHANGE DAYTONTGHT/NIGHT TO DAY 74c 
Student changing day/night status meets with DR. DR comp lete s 74c-student signs-and a 
new contract is completed. DR must accept student's application again. Another 
Administrative fee is charged. Appointment with FA is set immediately.(See PRC note) 

8-11-13 CREDIT CONVERSION 
J.n order for DR to convert semester hours to quarter hours multip.ly semester hours by 
I½. Example: 3 semester hours would convert to 4.5 (3xl.5=A.S) Specific ACICS 
guidelines must be referenced if converting trimester or credit without tem1. 

5-8-14 VISIBILITY - DR 
DRs. do one-outside visibility activity quarterly ! Since done quarterly, they 
are~ in depth than AIR requirement. Al1 activities must be approved by GM before 
attempting. Any expenses must first be approved properly before purchase . Any 
materials needed are responsibility of employee to follow procedure and 
request/ordering on time. No exceptions will be mad e because materials are unavailable. 
Prepare early and have a contingency plan! 

70 
5-11-15 MEET AND GRE:ET STUDENTS 
All staff and faculty should daily meet students and greet them expressing they are happy 
to see the student that day or say they missed them (ff student has been absent). All staff 
receive the attendance log and faculty know students who have been absent. WVBC 
advertises that "WE CARE". It is the responsi bili ty of a]I to show that we do care . 

5-29-15 . EM-PLOYER VISITS-119 
Every Friday at 9 :00 CSR makes visits to employers which helps the CSR promote 
WVBC and also detennines if a business may have emp loymen t opportunities for our 
graduates. CSR also asks enough questions to understand the needs of local employers, 
whether it be expertise in certain fields or certain "modem" equipment. CSR returns to 
the campus at 12:30, cotnp let es the 119 and emails to the DR. DR. reviews and .if it 
appears from the report that WVBC needs to update equipment and/or add new programs, 
DR notifies the GM to discuss further. This should involve both DRs. Surveys will be 
done if a ''change'' needs to be made based on the majority of employers needs. 

This is important to follow up on quarterly in order for WVBC to be vi sable to the 
community. DR will keep --119 on their computer but a back-up hard copy is kept in 
correspondence files under "Employer Visits". 

8-6-15 WHEELING ONLY ! 



APPOINT. SETTING-45/POSTING A TTE'i D.72-RECEPTION 1ST 
On \fonday, Tuesday, Thursday-

Attendance is posted from 6 00 to 7 00 (-72) and if necessary from 8 30 until 
10:00 (8: 30 until 10:00 As attendance is caught up l!!lfries are posted to A111pl~d 

per DR dired1on<,) 
Calls and appointments (-45) are made from 7 00 to 8 30 to ·'old" leads 
attempting to make appointments for Admissions Department per directions from 
DR 

On Saturday 
AmpEd is posted from 9 00 until 10 
Calls and appointments are made from I 0.00 to 12.00 to ··old'' leads attempting 

to make appointments for Admissions Department per directions from DR 
Posting to AmpEd per DR directions 12 00 to 1 00 

DR gives all ··old'' leads to Receptionist-Reception makes calls to all noting at top, right 
side of paper l\.fonth and year the lead was spoken with and the results. 

-45 is completed as calls are attempted. Every Saturday before leaving, -45 is given to 
DR. DR distributes leads to AIR during \fonday morning meeting. 
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January 27, 2017 

VIA E-MAIL ONLY 

The Council has reviewed your complaint and the response to the complaint submitted by the 
campus president at West Virginia Business College, Nutter Fort, West Virginia. Based on this 
review, it appears that the institution may not have been in complete compliance with the standards 
outlined in the Accreditation Criteria. For this reason, this matter was referred to the evaluation 
team scheduled to visit the institution in the fall of 2016. 

The Council asked the institution to prepare a written report on these matters and took further 
action. From this point forward, our review must proceed on a confidential basis. If more 
information from you is required, we wiJI contact you. 

Thank you for reporting your complaint to the Council. 

Sincerely, 

b)(6) 

V 

Jan A. Chambers 
Senior Coordinator, Complaints & Adverse Review 
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August 10, 2016 

Official Complaint Letter 

Did you follow the campus grievance policy? Yes 

Additional Det.ails: 

Do you wish to remain anonymous? No 

School: 10484 - West Virginia Business College, 1052 Main Street, Wheeling, WV 

Your relationship to the School: Fonner Faculty 

Complaint: I chose "other" because there are multiple issues. I was fired from the 
college last year. I am one of nine women that have lost their job at this college. We 
are currently discussing our legal options due to discriminatory hiring/firing 
practices due to gender. 
During my employment with the college, I was asked on multiple occasions to 
"doctor" paperwork and the CAR report to indicate that the school is successful in 
training and placement. I have also witnessed other staff being instructed to do the 
same. 
They are also padding the students' financial aid and refuse to prove where the 
extra charges came from. They will not give receipts or statements detailing 
charges. The website states that the programs are $20k hut students graduate with 
twice that amount of debt. 

-has constantly tried to sabotage the Nutter Fort campus. He seems to 
want to see this campus fail. I was in charge of the graduation and he made me 
change the venue with less than a month to work with. I sent him an email and he 
stated it was not bis problem. He instructed to get rid of anyone that 
he did not like. Every female employee has felt extremely uncomfortable in his 
presence. He made a rule stating that if you got 2 write ups that you would be 
tenninated. He also stated in this policy that if you did not get any write ups then 
you would get a raise. No one bas ever seen a dime increase in pay. 
The facility is falling apart and the Wheeling office refuses to invest any money to 
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bring it up to the standards they have at their campus. 
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September 2, 2016 

VIA E-1'1AIL ONLY 

.&.1 9P 

The Council has reviewed your complaint and against West Virginia Business College in Nutter 
Fort, West Virginia. Based on the information provided, there is insufficient evidence to 
determine whether or not the institution is in compliance with the standards outlined in the 
Accreditation Criteria. For this reason, this matter has been referred to the evaluation team 
scheduled to visit the institution in September 2016 . In addition, the Council requests that you 
provide the following information: 

1. Additional details to support your claim that the campus made multiple requests of you to 
"doctor paperwork and the CAR report to indicate that the school is successful in training 
and placement". Please identify the type of paperwork, name(s) of the individual(s) who 
made these requests, and the timeframes in which these requests were made. 

2. Specific details, including student names, and any available documentation to support the 
claim that the campus has overcharged students. 

3. Specific details, along with any documentation to support the claim discrimination. At a 
minimum, names and dates of any occurrences of perceived discrimination against yourself 
and/or colleagues should be detailed. 

4. If available, a copy of the employee disciplinary policy described in your complaint. 

You are welcome to submit any additional documentation to the Council regarding your 
complaint prior to the visit. Please keep in mind , however, that this complaint will not be the 
only issue on which the evaluation team must report. The evaluation team has uo obligation to 
confer with you. directly, although it may contact you if it has any questions. The team will 
speak with members of the administration, student body, and faculty in the normal pursuit of 
preparing its report. The report of the evaluation team is confidential and will not be provided to 
you. 
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If you have any questions about this matter, please contact me at complaints adverse@ac ics .org. 

Sincerely, 

b)(6) 

V 
Jan A. Chambers 
Senior Coordinator, Complaints & Adverse Review 
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August 10, 2016 

Official Complaint Letter 

Did you follow the campus grievance policy? Yes 

Additional Details: 

Do you wish to remain anonymous? No 

School: 10484 - West Virginia Business College, 1052 Main Sb'eet, Wheeling, WV 

Your relationship to the School: Fonner Faculty 

Complaint: I chose "other" because there are multiple issues. I was fired from the 
college last year. I am one of nine women that have lost their job at this college. We 
are currently discussing our legal options due to discriminatory hiring/firing 
practices due to gender. 
During my employment with the college, I was asked on multiple occasions to 
"doctor" paperwork and the CAR report to indicate that the school is successful in 
training and placement. I have also witnessed other staff being instructed to do the 
same. 
They are also padding the students' financial aid and refuse to prove where the 
extra charges came from. They will not give receipts or statements detailing 
charges. The website states that the programs are $20k hut students graduate with 
twice that amount of debt. 

has constantly tried to sabotage the Nutter Fort campus. He seems to 
want to see this campus fail. I was in charge of the graduation and he made me 
change the venue with less than a month to work with. I sent him an email and he 
stated it was not bis problem. He instructed to get rid of anyone that 
he did not like. Every female employee has felt extremely uncomfortable in his 
presence. He made a rule stating that if you got 2 write ups that you would be 
tenninated. He also stated in this policy that if you did not get any write ups then 
you would get a raise. No one bas ever seen a dime increase in pay. 
The facility is falling apart and the Wheeling office refuses to invest any money to 
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bring it up to the standards they have at their campus. 
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January 27, 2017 ID Code 00010484 

VIA E-MAIL ONLY 

The Council has reviewed your complaint and the response to the complaint submitted by the 
campus president at West Virginia Business College, Wheeling, West Virginia. Based on this 
review, it appears that the institution may not have been in complete compliance with the standards 
outlined in the Accreditation Criteria. For this reason, this matter was referred to the evaluation 
team scheduled to visit the institution in the fall of 2016. 

The Council asked the institution to prepare a written report on these matters and took further 
action. From this point fmward, our review· must proceed on a confidential basis. If more 
infonnation from you is required, we will contact you. 

Thank you for reporting your complaint to the Council. 

Sincerely, 

V 
Jan A. Chambers 
Senior Coordinator, Complaints & Adverse Review 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



January 19, 2017 

Official Complaint Letter 

Did you follow the campus grievance policy? Yes 

Additional Details: ~ad spoken to from ACICS Wednesday 
Januacy 18th, 20~ for -to fill out this form. and submit it as soon 
as possible. 

Do you wish to remain anonymous? No 

School: 10484 ~ West Virginia Business College, 1052 Main Street, Wheeling, WV 

Your relationship to the School: Former Student 

Complaint: July 6th, 2015 I started my first day of classes at West Virginia Business 
College to complete an 18 month program in Surgical Technology to receive a 
specialized associate's degree. Over the course of the first six months, I had three 
different teachers attempting to teach medical terminology, One of the teachers 
was not certified in surgical technology and only held a degree in registered 
nursing. The other two teachers were there for approximately one week to three 
weeks. However the final teacher in those six months, never showed back up to 
teach the classes. When this took place, the teacher that is a registered nurse was 
attempting to teach the surgery classes that I was in at the time. 
began teaching my classes in January 2016 when I started back for my winter 
quarter. The books that were ordered for my surgery classes were outdated and as 
old as 1997. The school claimed they had no clue who had ordered the books and 
wasn't taking the blame for not having the correct books. They were outdated and 
bad poor quality, During our hands on experiences in the classroom, we were 
limited to supplies, instruments, and equipment. For approximately two months, we 
had to use the same brush to scrub in everyday, because the school would not order 
extra supplies for the classroom. Daily we would have to soak our brushes in Iodine 
solution to prepare them for the following day of class. After using a gown to 
demonstrate how to dress for surgery, we had to fold the gowns back up and put 
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them in the package with our names on them. The school had a limited supply of 
gowns at the time and we were told those had to he reused as well. The gloves that 
we were using to put on after scrubbing in were sometimes dry rotted. When we 
would go to put them on, they would instantly rip. At times, we also had to put 
powder in the gloves and put them back in the package as well. Not to mention the 
same thing had to he done with our hair cap and shoe covers as well. While setting 
up the may stand, the teacher always had me refold the mayo covers to the correct 
folding, because there was a limited supply of those as well. The school never had 
enough of any of the supplies we needed to scrub in. Class time was not always 
used as class time either. There would he days that the teacher would tell us to do 
what we wanted and she would sit and play on her phone and talk about how she 
hated her relationship with her husband. There were no facilities that the school 
was contracted with to do the extemsbip for the surgical technology program at the 
time of enrollment, until later on when they established a contract with Wetzel 
County Hospital. No contract had been put into place with any facility other than 
Wetzel County Hospital in New Martinsville, WV, until my father 
took it upon himself to contact an Oral Surgeon in Moundsville, 
WV to get something put into place for the school to have another facility. -

~fused to send a pamphlet to Wheeling Hospital in Wheeling, WV to try 
and establish a contract because she believed that the hospital would not be a good 
environment for her students to he in. She claimed they were mean and she did not 
want us treated that way. She sent a pamphlet into Ohio Valley Medical Center in 
Wheeling, WV. After a couple of months, she claimed she had to take another 
pamphlet back to Ohio Valley Medical Center because she had said she was 
contacted and they had lost the pamphlet and the contract. No contract was ever 
established with this hospital as of this time. During the time of my extemship, I 
received multiple oral surgeries and a select few general surgeries, along with 
multiple colonoscopies. However, I did not receive anything else to put towards my 
scrub ins due to not being able to get into any other facility during the extemship. 
My travel time to Wetzel County Hospital from my home in Cameron, WV is an hour 
and two minute drive and approximately 32 miles. My travel time to -
-in Moundsville is roughly 37 minutes and approximately 21 miles. The 
schools Job Placement administrator has contacted me on 
multiple occasions via email asking me about job placement opportunities and 
trying to get me to apply at Mon General Hospital in Morgantown, WV. Mon 
General Hospital is an hour and twenty minute drive and 5 7 miles away from my 
home. She also was telling me about Webton Medical Center in Weirton, WV. 
Weirton Medical Center is one hour and twenty one minute drive and 58 miles from 
my home. When ACICS came to visit the school, I along with some other students 
had talked to a lady about the surgical technology program. A small conversation 
turned into almost a two hour conversation. claimed that it was 
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unacceptable and she thought her job was being put on the line. The school had 
told the students to be professional when ACICS visited and to be positive about 
everything. They did not want us telling the bad and negative things that were 
going on at the school, because in the long I'Wl it was going to hurt the school and 
they did not want that. During the externsbip, I was contacted by 
via text stating that I was not to report to the clinical site until I had a scheduled 
meeting with the Director When I went in for my meeting with the 
director, she told me that she thought there was a problem between the teacher 
and I and the problem needed resolved. From my knowledge, there was never a 
problem, however the other female that was doing clinical rotations with me had 
been talking to the teacher for a period of time and telling her everything that was 
going on at the clinical sites. I told the director that I did not want the teacher 
walking into the room while I was in with the doctor and patient, that I would like 
for her to wait on me to come out of the room so she is not a distraction. The 
director claimed that the doctor at both facilities wanted her coming into the 
rooms to check on us. The director also stated that the patients signed papers 
before coming back stating that the students and the teacher were allowed to be in 
the room for the procedure. When I bad brought this up at the oral surgeon's 
office, none of the patients had signed any papers stating we were allowed to be 
back there. The doctor had told the patients that we would be in there, but no 
papers were ever signed. The director told me the day that I was in there for my 
meeting, that the papers were none of my concern or my business and I needed to 
let them take care of everything. During the last two weeks of clin:icals, I did sign a 
paper stating that I would just stay at the oral surgeon's office, instead of driving to 
Wetzel County Hospital, since I was not getting very many surgeries while I was 
down there. I was only scheduled to go down to Wetzel County Hospital three times 
a month. I believe that if the clinical scrub ins are not able to be completed in the 
18 month program, the school needs to switch to a 24 month program for a better 
time period. I completed my 18 month course in December 2016. 
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February 14, 2017 

VIA E.:MAIL ONLY 

Mr. Jo1m A. Tarr IV 
President 
West Virginia Business College 
l 052 Main Street, 
Wheeling, WV 26003 

Dear Mr. Tarr: 

.&.1 9P 
ID Code 000 I 0484 

acicswhg@w vbc. edu 

Enclosed is a~ against West Virginia Business College, Wheeling, West 
Virginia from - As explained in the Procedures for Resolving Complaints, 
located on the ACICS Web site at www.acics.org, the Council is required to review ali matters 
such as this. 

Within 14 calendar davs of the dafe of this letter, you must provide a detailed response to .ill 
aUegations outlined in the attached complaint submission . This response should include copies of 
appropriate materials to support your statements. In addition, the campus must submit the 
following : 

1. A detailed response to claim that she was referred to placement 
opportunities that were not with in a commutable distance ; i.e ., Weirton Medical Center 
which is approximately 58 miles from her home and 30 miles from the campus, and Mon 
General Hospital which is approximately 57 miles from her home and 78 miles from the 
campus. 

2. Documented evidence that appropriate employment assistance was provided to­
-i ncluding referrals to placement opportunities that would meet her needs in terms 
of location and skj ll s utilized. 

3. A copy of the campus catalog in effect at the time of the enrollmen t 

4. A copy of nrollment agreement. 

Please respond via ema1l at comp laint s adverse@acics .org on or before February 28, 2017. 
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The Council strongly encourages you to communi cate with the complainant to attempt to resolve 
this matter internall y. In the event that you are unsuccessful, the Council urges you to document 
your attempt(s) and the result(s). Please include any such documentation in your response. 

Your immediate attention to this matter will be appreciated. If you have any questions , please 
contact the Council office. 

Sincerely, 

v 
Jan A. Chambers 
Senior Coordinator , Complaints & Adverse Review 

Enclosure 
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January 19, 2017 

Official Complaint Letter 

Did you follow the campus grievance policy? Yes 

Additional Det.ails: ad spoken to Jan Chamber.i from ACICS Wednesday 
Januacy 18th, 2017. Jan advised for -to fill out this form. and submit it as soon 
as possible. 

Do you wish to remain anonymous? No 

School: 10484 ~ West Virginia Business College, 1052 Main Street, Wheeling, WV 

Your relationship to the School: Form.er Student 

Complaint: July 6th, 2015 I started my first day of classes at West Virginia Business 
College to complete an 18 month program in Surgical Technology to receive a 
specialized associate's degree. Over the course of the first six months, I had three 
different teachers attempting to teach medical terminology, One of the teacher.i 
was not certified in surgical technology and only held a degree in registered 
nur.iing. The other two teacher.i were there for approximately one week to three 
weeks. However the final teacher in those six months, never showed back up to 
teach the classes. When this took place, the teacher that is a registered nurse was 
attempting to teach the surgery classes that I was in at the time. -
began teaching my classes in January 2016 when I started back fo~ 
quarter. The books that were ordered for my surgery classes were outdated and as 
old as 1997. The school claimed they had no clue who had ordered the books and 
wasn't taking the blame for not having the correct books. They were outdated and 
had poor quality. During our hands on experiences in the classroom, we were 
limited to supplies, instruments, and equipment. For approximately two months, we 
had to use the same brush to scrub in everyday, because the school would not order 
extra supplies for the classroom. Daily we would have to soak our brushes in Iodine 
solution to prepare them for the following day of class. After using a gown to 
demonstrate how to dress for surgery, we had to fold the gowns back up and put 
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them in the package with our names on them. The school had a limited supply of 
gowns at the time and we were told those had to he reused as well. The gloves that 
we were using to put on after scrubbing in were sometimes diy rotted. When we 
would go to put them on, they would instantly rip. At times, we also had to put 
powder in the gloves and put them back in the package as well. Not to mention the 
same thing had to he done with our hair cap and shoe covers as well. While setting 
up the may stand, the teacher always had me refold the mayo covers to the correct 
folding, because there was a limited supply of those as well. The school never had 
enough of any of the supplies we needed to scrub in. Class time was not always 
used as class time either. There would he days that the teacher would tell us to do 
what we wanted and she would sit and play on her phone and talk about how she 
hated her relationship with her husband. There were no facilities that the school 
was contracted with to do the extemship for the surgical technology program at the 
time of enrollment, until later on when they established a contract with Wetzel 
County Hospital. No contract had been put into place with any facility other than 
Wetzel County Hospital in New Martinsville, WV, until my father 
took it upon himself to contact-an Oral Surgeon in Moundsville, 
WV to get something put into p~l to have another facility. -
-refused to send a pamphlet to Wheeling Hospital in Wheeling, WV to try 
and establish a contract because she believed that the hospital would not be a good 
environment for her students to he in. She claimed they were mean and she did not 
want us treated that way. She sent a pamphlet into Ohio Valley Medical Center in 
Wheeling, WV. After a couple of months, she claimed she had to take another 
pamphlet back to Ohio Valley Medical Center because she had said she was 
contacted and they had lost the pamphlet and the contract. No contract was ever 
established with this hospital as of this time. During the time of my extemship, I 
received multiple oral surgeries and a select few general surgeries, along with 
multiple colonoscopies. However, I did not receive anything else to put towards my 
scrub ins due to not being able to get into any other facility during the extemship. 
My travel time to Wetzel County Hospital from my home in Cameron, WV is an hour 
and two minute drive and approximately 32 miles. My travel time to 

-n Moundsville is roughly 37 minutes and approximately 21 miles. The 
schools Job Placement administrator has contacted me on 
multiple occasions via email asking me about job placement opportunities and 
trying to get me to apply at Mon General Hospital in Morgantown, WV. Mon 
General Hospital is an hour and twenty minute drive and 5 7 miles away from my 
home. She also was telling me about Webton Medical Center in Weirton, WV. 
Weirton Medical Center is one hour and twenty one minute drive and 58 miles from 
my home. When ACICS came to visit the school, I along with some other students 
had talked to a lady about the surgical technology program. A small conversation 
turned into almost a two hour conversation. claimed that it was 
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unacceptable and she thought her job was being put on the line. The school had 
told the students to be professional when ACICS visited and to be positive about 
everything. They did not want us telling the bad and negative things that were 
going on at the school, because in the long run it was going to hurt the school and 
they did not want that. During the externship, I was contacted by 
via text stating that I wasiiiiii nt to re ort to the clinical site until I had a scheduled 
meeting with the Director . When I went in for my meeting with the 
director, she told me that ere was a problem between the teacher 
and I and the problem needed resolved. From my knowledge, there was never a 
problem, however the other female that was doing clinical rotations with me had 
been talking to the teacher for a period of time and telling her everything that was 
going on at the clinical sites. I told the director that I did not want the teacher 
walking into the room while I was in with the doctor and patient, that I would like 
for her to wait on me to come out of the room so she is not a distraction. The 
director claimed that the doctor at both facilities wanted her coming into the 
rooms to check on us. The director also stated that the patients signed papers 
before coming back stating that the students and the teacher were allowed to be in 
the room for the procedure. When I bad brought this up at the oral surgeon's 
office, none of the patients had signed any papers stating we were allowed to be 
back there. The doctor had told the patients that we would be in there, but no 
papers were ever signed. The director told me the day that I was in there for my 
meeting, that the papers were none of my concern or my business and I needed to 
let them take care of everything. During the last two weeks of clin:icals, I did sign a 
paper stating that I would just stay at the oral surgeon's office, instead of driving to 
Wetzel County Hospital, since I was not getting very many surgeries while I was 
down there. I was only scheduled to go down to Wetzel County Hospital three times 
a month. I believe that if the clinical scrub ins are not able to be completed in the 
18 month program, the school needs to switch to a 24 month program for a better 
time period. I completed my 18 month course in December 2016. 
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February 14, 2017 

VIA EMAIL ONLY 

Dea~ 

This office has received your complaint against West Virginia Business College. Wheeling, West 
Virginia. The Council has forwarded a copy of your complaint to the campus president and has 
asked for an immediate and detailed response. 

You will be advised of our findings within approximately 60 days. If you have any questions or 
wish to submit additional information, please email me at Complaints Adverse@acics.org. 

Sincerely, 

v 
Jan A. Chambers 
Senior Coordinator, Complaints & Adverse Review 

ACCREDITING COUNCIL FOR INDE PENDENT COLLEGES ANO SCHOOLS 



March 8, 201 7 

VIA E-MAIL ONLY 

Mr. John A. Tan IV 
President 
West Virginia Business College 
l 052 Main Street 
Wheeling, WV 26003 

Dear Mr. Tan:: 

.&.1 9P 

The Council has reviewed the campus' response to the complai_ot made by 

ID Code 000 I 0484 

adcswhg @wvhc.edu 

The complaint included a number of allegations ; however, it was determined that the focus of the 
complaint would be to investigate assertion that she was not provided with a 
substantial amount of working hours within the surgical technology field to qualify for 
professional certi fi ca.ti on. 

Th~not provide all requested materials, specificaJly the catalog i.n effect at the time 
of -- enrollment ; a revised copy was provided. Further, the campus did not provide 
substantial evidence to support claims made against in its response, which includes 
repeated usage of the terms ''bad attitude" and "poor work ethic". However, upon review of the 
campus' explanation that certification is not required to obtain employment in the field , along 
with verbal confirmation of this from - ; there is no substantive evidence that the 
institution is violating the applicable set of standards (Section 3-1-502) within the Accreditation 
Criteria as it relates to the nature of this complaint. Therefore, unless additional information and 
documentation are received , this matter is considered closed. 

Please keep in mind, howe.ver, that this matter has been made a pa1t of the institution's 
permanent file. 

Sincerely, 

(b)(6) 

v 
Jan A. Chambers 
Senior Coordinator, Complaints & Adverse Review 

;~o Fors! Slree\, NE. S,:it& 980 e'W3shl"!)<or, OC ~OO:i:2-.!.223 e 1 - 202 .336 6180 • f - 202 .842 2591 .....,w .accc~.or_g 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND S CHOOLS 



March 8, 2017 

.&.1 ~ 
VIA EMAIL ONLY 

Dear-

The Council has reviewed your complaint and all information responding to your complaint 
submitted by West Virginia Business College, Wheeling, West Virginia. Based on this 
review, there is no evidence that the institution is violating the applicable standards (Section 3-1-
502) set by the Accreditation Criteria as it relates to your assertion that the campus did not 
provide a substantial amount of working hours within the surgical technology field to quatiry 
you for professional certification. Therefore, unless additional information and documentation 
are received, this matter is considered closed. However, several allegations included in your 
complaint were also identified by an ACICS evaluation team during a visit to the campus in 
September 2016 and have been brought before the Council for further assessment 

Your complaint and the institutional response have been made a part of the institution's 
permanent file, which will be included as part of the reevaluation review process. 

Thank you for taking the time to communicate with us. If you have any questions, please email 
me at Complaints Adverse@acics .org. 

Sincerely, 

v 
Jan A. Chambers 
Senior Coordinator, Complaints & Adverse Review 
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October 12, 2016 

Mr. Robert Wright 
Campus Director 

Evaluation Team Report-RENEWAL OF ACCREDITATION VISIT REPORT 
ID for Campus Visited: 000 I 0868 

Main Campus ID: 00010484 
Staff Contact: Ms. Katie Monison - Phone: (202) 336-6783 

Application ID : 68344 

VISIT RESPONSE DUE DATE: October 24, 2016 

West Virginia Business College 
116 Pennsylvania Ave. 
Nutter Fort, WV 2630 I 
aci csnf@wvbc .edu 

Dear Mr. Wright: 

A copy of the report prepared by the Council's evaluation team that recently visited your institution is attached . 
The Council invites you to respond to this report in two ways before it takes formal action on your institution's 
application for accreditation. First, please acknowledge that you have received and read the report and 
include any comments about the report or the visit by uploading your acknowledgment and comments in 
the ouline application and selectillg the label "Acknowledgment of Visit Report. " Second, please submit 
your response to the findings in the report via your online application under "Citations." The Council offers the 
institution ten days to formally respond to the report ; therefore, your response should be uploaded by the date 
indicated above. 

We took forward to receiving your response . You will be notified in writing of the Council's decision 
following its next meeting. 

Visit Response 
Your response should pertain to the findings notated in the report or letter. The following infonnation 
provides suggestions fol' developing your response. Please include information on any significant changes 
that have taken place at the institution since the site visit. 

Web-Based Submission of Campus Response 
ACICS has implemented a web-based submission process for all visit :responses . The response to each 

finding must be uploaded under the application ID number associated with the visit (this is noted on the 

cover page of the team report) . Each finding must include a narrative and supporting documentation (if 

applicable). If supporting documentation covers more than one finding, the campus is required to duplicate 

the documentation and upload it in eac_h finding. Submission of a current catalog need only be uploaded 
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once and only if referenced in the response. If you have any questions , please send your inquiry to Linda 

Lundberg at llundberg@acics .org. 

Process: 
Once the campus logs on to the ACICS membership website, go to the ' ' In Process Applications " heading, 

select the application name and 1D. The campus will then click either ' 'Citation Documents" and upload each 

response document as described below. (Please see the attached "Preparing the Institutional Response " for step­

by-step visual instiuctions on how to uploa.d your response into your institution's Member Center Account.) 

IMPORTANT : Document Labels 
The institution may name the document any appropriate file name. However, each document 
must be labeled with the corre sponding ' Document Type. ' 

Example: the document type submitted to satisfy response: 
Finding 1 Narrative task must be labeled Naa-qtive I . 

Jf a campus needs to submit multiple pieces of information to support one citation response, this information 
should be combined into one document prior to uploading. Note: The capacity size for each upload task is 
100MB , if this combined document exceeds this limit , then the campus may separate the document and upload 
each of these documents separately with different file names, as long they are labe-led wi th the correct 
''Document Type_" 

Response Tasks 
Below is the fom1at for how the listing of"Document Type " will appear once the document is uploaded . Each 

visit type will have a standa rd amount of visit Response tasks. Upload your response document and label each 

one accordingly. Ignore tasks that exceed your response requirement. 
Narrative 1 
Supporting Document 1 

Narrative 2 
Supporting Document 2 
Narrative 3 

Supporting Document 3 

Responses should be professional in appearance. The responses should be paginated and well-organized to 
ensure a complete and sufficient review. 

Sincerely, 

Linda J. Lundberg 
Accreditation Content Editor 
Accreditation and Institutional Development 

Attachments 
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---------------------------------

RENEW AL OF ACCREDITATION VISIT REPORT 

WEST vmGINlA BUSINESS COLLEGE 
116 Penosylvania Avenue 
Nutter Fort, WV 26301 

ACICS ID Code: Campus Code: 00010868 

Mr. Robert Wright, Campus Director (rn,Tight@wvbc.edu) 
( aci csnf@wvbc.edu) 

MAIN CAMPUS 
West Virginia Business College 

Wheeling, West Virginia 
ACJCS JD Code: Main campus code: 00010484 

Septem her 12-13, 2016 

Chair Campus Compliance Director 
(Retired) 

Student-Relations Specialist Everest University Online 

Educational Activities/Data Integrity Lincoln Technical Institute 
Reviewer (Retired) 

Computer and Business Specialist Baker College 

Medical Specialist Berkley College 
New York 

Paralegal Specialist Attorney (Retired) 

Staff Representative ACICS 

Coppell , TX 

Franklin, TN 

Yardley, PA 

McLean, VA 

East Elmhurst, 
NY 
Lawrence, KS 

Washington.., DC 
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Enroll: CAR 

Full- Retention & Placement(%) 

Clock/ time/ 2015 2111 ➔ 

CREDE:\TIAL ACICS APPROVED PROGR~M Contact Qtr. Part-
EARNED CREDENTIAL TITLE Hrs. Hrs. time Rct. Pia. Rct. Pia. 
Specialized Occupational ~urse Assistant/Patient 1128 96 13/0 70 100 "IA KA 
Assoc Degree Associate ·s Care Aide 
Specialized Occupational Computer Support 1128 96 3/0 67 100 "IA KA 
Assoc Degree Associate· s Specialist 
Specialized Occupational Office Administration 1128 96 I 0/0 71 75 62 100 
Associates Associate· s Paralegal Assistant 
Degree 
Specialized Occupational Business Admi111srration / 1128 96 5/0 57 100 86 100 
Associates Associate ·s Computer Applications/ 
Degree Accounting * * 
Specialized Occupational Office Administration 1152 96 0/0 50 'IA 100 60 
Associates Associate· s \fodical Admimstration# 

____ Degree 
Specialized Occupational Small Business 1128 96 4/0 50 'JA 'JA KA 
Associates Associate ·s \fanagement 
Degree 
Diploma Diploma \fodical Assistant 705 60 1/0 46 'IA 'IA KA 
Diploma Diploma Admi111strati\c Assistant* 705 60 0/0 100 'IA 'IA KA 
Diploma Diploma Secretarial 564 48 0/0 'IA 'IA 'IA KA 

Sciencc/Exccuti \ c 
Secretary# 

Diploma Diploma Secretarial Science/Legal 564 48 0/0 100 'IA 'IA KA 
Sccrctar. # 

Diploma Diploma Sccretanal Science/ 564 48 0/0 "IA "IA 100 KA 
\fodical S..:cn.:tary # 

Diploma Diploma Business Admrnistration/ 564 48 0/0 "IA "IA "IA KA 
Accounting# 

TOTAL E:\ROLL\IE:\T 36 
CA\IPllS RETE:\TJO'i (%) 63 CA\IPCS PLACE\IENT (%) I 93 

. .\·'ores T~ pcd in bold arc any retention rates bclO\\ 65 percent (programs> l year m length) or 70 percent (programs :5:. I 
year lll length) and any placement rates belo\\· 70 percent. 

• 

.. 
Program \\ ith no enrollment. 

• The Admi111strativc Assistant program is currently enrolling students as of August 15. 2016. 

Program \\ill be discontinued once the last graduate has completed his/her program 

• The Business Admi111stration/Computcr Applications/Accounting program has four students remaining. two 
of whom arc to graduate at the end of the quarter. and t\rn \\ho have one or two remaimng non-core courses 

# Program has been discontinued in the past. and the campus is in the process of submitting program 
termmation applications to ACICS for these programs 
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I'.'iTRODlCTION 
West Virginia Business College (WVBC) was established in (881 in Clarksburg, West Virginia, as Elliot 
Commercial College, which was focused on railroad operation as that was the primary industry at the time. In 
1911 the college adopted its current name and focused on preparing students for small, sole~owner businesses. 
From l 881 to 1989 the college remained in the Clarksburg area offering courses on small business 
management and secretarial sciences. In 1972 the college began offering associate degrees along with 
diplomas, adding medical assisting, computer sciences, and paralegal programs to its offerings. In 1989 a 
branch campus was added in Wheeling, West Virginia; but since the demand in Wheeling was so great, the 
board of directors named the Wheeling campus as the main campus and the Clarksburg campus as the branch 
campus. The Clarksburg campus moved to Nutter Fort, West Virginia, which is a suburb of Clarksburg, in 
order to occupy the historic Roosevelt \Vil son High School building where it currently resides. The main 
\VVBC campus is a member of the ACICS Centrny Club as it has maintained its accreditation since 1912 The 
Nutter Fort campus remains a branch campus, and does not have any learning sites. 

On the day of the visit there were 36 enrolled students, and the 2015-2016 Campus Effectiveness Plan (CEP) 
indicates a student population from the Clarksburg area that is 71 percent female, with most students caring 
for children at home and working while attending school. 

The college is located in an historic building, occupying the first floor with nearby street parking available for 
students. The team found the small staff, faculty, and student body to be friendly and engaged. All classes are 
conducted on campus with no distance education courses being offered. !\:fr. Robert Wright is the campus 
director, who has been at the campus for more than 12 years; however, due to the large number of findings and 
the negative comments from students, the team found that the campus administration is ineffective and 
inefficient. The campus is led by a director who also supervises the program directors and is suppmted by the 
admissions representative, career services coordinator, and the program lead to whom the faculty directly 
report. Support for the director and faculty and staff is provided by day and evening administrative assistants. 
J\.fany students voiced the opinion upon interview that they do not feel heard, and that there is an adversarial 
relationship between the administration and them Students must fill out a communication form in order to 
make an appointment to speak to an administrator, and they must ask pennission for a copy of documents as 
there are no printers available to students or faculty on campus Both faculty and students reported to the team 
that they are directed by administration to use the copying/ printing facilities available at the local libraiy that is 
one block from campus. There were several closed complaints from the past against this campus as well as 
several open complaints reviewed by the team while on site as discussed below. 

The team found that adequate records are not maintained by the campus \Vith regard to community resources 
and faculty credentials. There was evidence of some late refunds among the records reviewed by the team 
Students repotted difficulty in obtaining copies of their financial records, syllabi, and catalogs Some 
advertising does not meet Council standards. The library \vas closed for renovation during the on-site visit; and 
staff, faculty, and students have not been trained regarding library services. Course prerequisites are not being 
followed in some programs, some faculty do not appear to be qualified to teach their assigned classes, and there 
were not appropriate learning objectives, instructional equipment, resources, and personnel for some programs. 

Call for Comment· Prior to the visit, a call for comment was conducted, and issues and concerns were raised 
that were echoed by the feedback heard while the team was on site, the team's findings, and the complaints 
submitted to ACICS. The results of the call for comment are summarized below: 
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REPORT QUESTIONS 
I. MISSIO'i 

1 01 \Vhat is the mission statement of the institution? 
The college*s. mission is to enroll students, train students, and assist students. in locating employment 

1 02 Does the campus have an appropriate mission statement w·ith a set of supporting objectives? 
IZJYes O:sio 

1 03 Are the objectives devoted substantially to career-related education? 
IZJYes O:sio 

1 04 Are the objectives reasonable for the following 
(a) The programs of instruction? 

IZJ Yes D l\o 
(b) The modes of delivery? 

IZJ Yes D l\o 
(c) The facilities of the campus'? 

IZJ Yes D l\o 

1 05 Are the mission statement and supporting objectives appropriately disclosed in the campus catalog and 
in other publications that are readily available to the public 0 

IZJ Yes D l\o 

1 06 Describe how· the campus demonstrates its commitment to successful implementation of its mission. 
Mr. Robert Wright, campus director, discussed the three elements of the campus mission including 
enrollment of the right student into the right program, adequate educational training, and the placement 
of graduates into related employment. Mr. Wright encourages his admissions, educational, and career 
services staff to remain committed to the success of each student throughout their time at the campus. 

CAMPtS EFFECTIVENESS 

1.07 Does the campus have a current Campus Effectiveness Plan (CEPP 
IZJ Yes D l\o 

1 08 If the campus is a branch. does the branch have its mvn CEP. separate from the main campus IEP? 
IZJ Yes D l\o 

1 09 Does the CEP describe the follmving: 
(a) The characteristics of the programs offered 0 

IZJ Yes D l\o 
(b) The characteristics of the student population'? 

IZJ Yes D l\o 
(c) The types of data that will be used for assessment 0 

IZJ Yes D l\o 
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(d) Specific goals to improve the educational processes'J 

l2J Yes D Ko 
(e) Expected outcomes of the plans? 

l2J Yes D Ko 

1 10 Are the following six required elements evaluated in the CEP 
(a) Student retention rates? 

[2JYes D Ko 
(b) Placement rates'J 

[2JYes D Ko 
( c) Level of student satisfaction., 

OYes l2J Ko 
(c) Level of graduate satisfaction? 

[2JYes D Ko 
Level of employer satisfaction., 
[2JYes D Ko 
Student learning outcomes? 
l2J Yes D Ko 

IfA'o for any item, insert the section number in parentheses and explain 

Page 7 of 65 

(Section 3-1-111): The campus does not evaluate a level of student satisfaction in the CEP. Upon 
interview, the campus director indicated that students are surveyed at the end of each term; however, 
neither this data nor analysis of such data is included in the 2015 or 2016 CEP that the team reviewed. 

1 11 Define the measurable student learning outcomes used by the campus and how these outcomes are being 
assessed. 
The campus uses a pre-and post-test system to evaluate student learning outcomes. Tests are admistered 
during the first week of class and at the end of each term. The results of these tests are submitted to the 
campus director for analysis, and then the analysis is discussed with the program directors. As a result of 
this analysis, more tutoring has been made available to students, faculty are mentored by seasoned 
faculty, and increased Internet access has been made available to students. 

1 12 Are the following identified and described in the CEP: 
(a) The baseline data for each outcome? 

l2J Yes D Ko 
(b) The data used by the campus to assess each outcome'J 

l2J Yes D Ko 
(c) How the data was collected? 

l2J Yes D Ko 
(d) An analysis and summary of the data collected? 

l2J Yes D Ko 
(e) An explanation of how the data will be used to improve the educational processes? 

l2J Yes D Ko 
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If Yes for (d) and (e), describe the types of data collected and how the campus is using the data to 
improve the educational processes. 
Statistics regarding campus retention, p-lacement, graduate and employer satisfaction, and student 
learning outcomes are collected and analyzed by the campus.. If negative trends are noted, new 
proccess.es. are put into place to ensure that students are successful Regarding retention, additional 
e-ontac-ts with students have been implemented when students are absent Regarding plae-ement, the 
career services personnel are out 1H the communlty speaking with employers. Feedback from graduates 
and employers has resulted in more training in soft skills being provided to students to ensure they are 
prepared for entry-level ,iobs and meet local employer expectations. 

1 13 \Vhat are the published annual student achievement (retention. placement, licensure if applicable) goals, 
and how does the campus demonstrate its ability to maintain or improve the outcomes CJ 

The campus has set a retention goal of75 percent and a placement goal of 77 percent There are no 
licensure requirements for the programs offered at the campus. Retention and placement are closely 
monitored by the administration, and meeting minutes reflect ongoing discussions with staff and faculty 
to ensure activities are being supported for the successful matriculation and job placement of students. 

1 14 Describe the specific activities that will be undertaken to meet goals established for all elements. 
Activities to meet retention goals include closely monitoring student attendance and reaching out to any 
students absent from their classes, and involving students in school and community events to foster a 
sense of belonging at the campus. 

Activities to meet placement goals include better identifying local employer priorities, enhancing the 
information technolot:,•y (IT) classes to shore up the confidence of those program graduates, and 
encouraging participation in community events to better network with the community. 

1 15 What documentation does the campus maintain, and that the team reviewed, to evidence the following: 
(a) That the CEP has been implemented? 
The campus collects data regarding retention, placement, student learning outcomes, and graduate and 
employer satisfaction. New goals are established annually. 
(b) That specific activities listed in the plan have been completed') 
No periodic progress reports were available that would indicate that the specific activities listed in the 
2015 CEP have been completed. 
(c) That periodic progress reports have been completed? 

No periodic progress reports were available that would indicate that the specific activities listed in the 
2015 C'EP have been completed. 

If there was no documentation, or if insufficient documentation was available, for any item, insert the 
section number in parentheses and explain 
(Section 3-1-112): The campus does not complete periodic progress reports to ensure that the CEP's 
planned activities are implemented. 
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1.16 Who is responsible for implement ing and monitoring the CEP? If a committee is utilized, describe the 
committee. 

1.17 Describe the documentation that evidences that the CEP is evaluated at least annuall . 

2. ORGANIZATIO N 

2.0 1 Is the following information regarding the campus appropriately stated in the catalog: 
(a) Governance , control, and corporate organization? 

IZ!Yes 0No 
(b) Names of the trustees , directors , and/or officers? 
IZI Yes D No 
(c) Names of the administrators ? 
IZI Yes 0No 

2.02 Describe how the campus trains its employees, provide s them with constant and proper supervision , and 
evaluates their work. 

2.03 Identify the campus administrators and list their positions and duties. 
• _ _ _ _ _ _ _ _ _ '&ampUf a1r~ctor:-t~iesp'3nsiBie''.fc>i"the"@nh1iifcittne 'aattii,us"an'.tt"flie program 
µirectgrsr~pprt'tphim,,:~s the chie:t:acade,rnic st;aff;pers,on.":gte alsghas gyersight of;_s{ude.tJt ad:m,i~sidii's:: 

-•Jt#~g9[~Ljt9)_._iii~~P2i~r2!if2~r>.t2:e~~§tpgfrn~n2i~1:::~1gJ:§ii~tHH~~i:; 

:::fl5!,ffi!~i,ifr~iiYi~§.i,~§t~t;J~]iji:itJiffi:~9fil!i1ii~t!Yi~§$,;!§timt\i ijg]p::~J:~§]ti:~1l~r~fr: 
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Do the individuals have sufficient time to satisfactori ly perform all duties? 
t8J Yes 0No 

2.04 Describe how the campus document s that faculty and staff member s: 
(a) Clearly understand their duties and responsibilities. 
;!'he -~a~juf p"roviqedJo,§;-:descf~pHo~} ·eorfaa~ity -~a ·staff 1h,,~fout11:ritxfguii~-and ·r~,!fions~:tj!Hti~:?;::~h1~ 
,~e p~mp1:1;s qiyectoi; indicated t:liat,Jl,e ver,J:>ally Jie,infq,i:-ces t-b,y.s~ requi;reme11t-s to alke.mploye~.s pn ij 
contlnuo~~ .[fasisJ 
(b) Know the person to whom they report. 
lth;j.9ij::'<w:~e~11'ti9tfsu$~9'9'~rr11e_:cimp\it in~t~ir~::m~!'~mpro&~~r;',~p'e~itt9r: 

(c Understand the standard s b which the success of their work is measured. 

2.05 Describe the documentation the administration maintains to evidence evaluation of the facult and staff 

2.06 Has the campus adopted a policy on academic freedom that has been communicated to the faculty? 
t8J Yes 0No 

2.07 How is the employee grievance policy communicated to faculty and staff, and where is it documented? 
The"ei$_pfoye~ grievance i>6Ucy)$ cbmh:ituticateo ib·tne facultyvla,th¢ oaJ11:i)us cattuo~.-:'fhefe wa~ 
~videhce-i:n,empl~yee1t'i!~:$:~<\~:!4~ .. ~mkfpy~~$.:ll~9'1~i~<:tg~~Jb~tJg~y,:r~~1:1N~~-~µp).ap,2~r$i\<1PPJli:~ 
pgl~P~~s in,,the 9atilogi 
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2.08 Doe s the campus catalog or the student handbook contain an appropriate grievance policy for studen ts 
that includ es the name and address of ACICS? 
~ Yes D No D No t Applicab le ( initial applicants on ly) 

2 .09 

2.10 Describe the organization of the campus and what evidence there is that the administration of the campus 
is effec tive and efficie nt. 
fSection·:1,;i~202(a))=". Tli"e··ca:mpus,·aoe1s"iioi·i?~ ace::emplias1s· on" the ·eillci eri"cy ··and.--effective.iiess ·oi:llie 
9y~x~fa_g:J;ll~ajstra~<1pi,,~fJhe ~~mP,~i. "r,he:,te~,ID foun<li,~}tdeqµa!e''~~-~or~,s'm;~'.:~Rf mainta,fo,~<:t by' the 
~~mp~.sj vitli, Iega_rd .. to'.;fin~nce,ls~u'es,jncl~di*g l,c!teTefuJ.1,0S as wel,l .as-'co,l,_ll~Utrity 'res,_ourc~s ~nct.:faculty 
c'rooent,als. S'oroe'.)i'.dvertisin°''ooes o:◊t me¢t.Couticil, st,andards> Statt Ja'ctilty,''and stctdent'.s hav.e'.'.b'ot,:b~n ~~,~m;:.1'.~··•·;~:~~~r~J;:·~,~~t~~~!tt"'t,~~:· ·~ o1r ·· 
l!Ji& ...... ,pµQP,;,a;, -~m Y,l.Pn!,~W,t1· ;i;;~~.9:Y!'.~~s,; ~µ·,,,_, P.~+§Q, .. XI~,,,! J?r ;$Qm!} pr,ggf~fil.§1 

3. ADMINISTRATION 

3.01 

3.02 Doe s the campus list degree s of staff member s in the catalog ? 
~Yes 0No 

If Yes, is appropriate evidence of the degre es on file? 
~Yes 0No 

3.03 Is there evidence that the campus keeps adequate records to suppo rt the followi ng administrative 
operations: 
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(a) Financial aid activities? 
D Yes t8J No D Not Applicable (The campus does not participa te in financial aid.) 
(b) Admissions? 
t8J Yes D No 
(c) Curriculum? 
t8J Yes D No 
(d) Accreditation and licensure? 
t8J Yes 0No 
(e) Guidance? 
t8J Yes D No 
(f) lnstmctional resources? 
t8J Yes D No 
(g) Supplies and equipment? 
t8J Yes D No 
(h) The school plant? 
t8J Yes D No 
(i) Faculty and staff? 
D Yes t8J No 
G) Student activities? 
t8J Yes D No 
(k) Student personnel? 
t8J Yes D No 

3.04 Does the campus admit ability-to-benefit student s? 
D Yes t8J No (If No, skip to 3. 09.) 

3.09 Do student files contain evidence of graduation from high school or the equivalent? 
t8J Yes D No 

3 .10 Are appropriate transcripts maintained for all students? 
t8J Yes D No 

3.11 Is the grading system fully explained on the transcript, and is it consistent with the grading system that 
appears in the campus catalog? 
t8J Yes D No 
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3.12 Are student records protected from theft, fire, water damage, or other possible loss·: 
D Yes i:2l :-Jo 

If No, inse11 the section number in parentheses and explain 
(Section 3-1-303(1)): The campus does not adequately protect student records from water damage, 
Although the ree-ords are stored in a fire proof e-abinet in a locked room, there is a sprinkler head above 
the file cablnet and no provision has been made to ensure protection from water damage. At thls time, ail 
records are maintained in paper format and not scanned to provide digital back~up files. 

3 13 Does the campus maintain transcripts for all students indefinitely? 
l:2JYes 0:-Jo 

3 14 Does the campus maintain admissions data and other records for at least five years from the last date of 
attendance for all students? 
l:2JYes 0:-Jo 

3 15 Describe the training the campus administration provides to staff to carry out administrative functions 
Upon hire, staff receive training from the campus director regarding their duties and responsibilities. This 
includes admissions, admistrative, and career services training as appropriate. Faculty receive training 
from the campus director and the program directors, and they are mentored by seasoned faculty. In 
addition, faculty are directed to a faculty procedures manual for additional infonnation on duties and 
responsibilities. 

3 16 Describe ho\v effective recordkeeping is at the campus. 
The team found appropriate admissions and career services documentation for students as well as 
appropriate guidance and attendance records and progress reports However, student account information 
is maintained on an internal document referred to as a ledger card which is a handwritten document and 
several contained corrections and reversal entries. There was no documentation of the training of 
admissions personnel Faculty files did not contain ot1icial transcripts for some faculty; however, there 
was evidence of faculty in-service and professional development activities. There was no adequate 
documentation regarding the use of community resources available to the team. The campus also uses 
handwritten ledgers for student finances, which demonstrated some errors that the campus had to correct 
and some late refunds issued. 

4, RELA TIO'iS WITH STUDENTS 

FOR ALL PROGR-\MS 

,--1-.01 How many student files were reviewed during the evaluation') 
The team reviewed 22 student files classified on the 2014-2015 Campus Accountability Report (CAR) as 
either withdrawals (5), graduates (5), re-entries, new starts, or continuing enrollment. Student account 
ledger cards were reviewed for each of the 22 files. 
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4.02 How does the campus ensure that its student relations reflect high ethical standards? 
The campus takes some steps to address student relations practices to reflect ethical standards in the 
admissions process by having students initalize their understanding of the policies, including the first 
statement, n1 understand that, should my financial aid package qualify me, attendance and good 
academic standing are mandatory in order to receive expense monthly checks.11 Other items address 
student understanding that jobs are not guaranteed or promised, that the catalog ls available online, and 
the various safety poiices of the campus. The enrollment agreement, whkh ts signed and per the 
signature on the form, provided to the student, indicates aH tuition, fees and program information. 

If student relations do not reflect high ethical standards. insert the section number in parentheses and 
explain 
(Section 3-1-400): The team, through review of tiles, and interviews with faculty, stafl:'. and students, 
found that the campus does not ensure its student relations reflect high ethical standards. During various 
terun interviews with students, concerns were raised regarding disbursement of financial aid funds, 
availability of hard copies of the catalog, admissions paperwork, financial obligations (i.e. balance, how 
funds are applied, debits and credits on their account), syllabi for classes, and the lack ofan open door 
policy with administration. Additionally, the campus was unable to provide any documented evidence of 
the training or supervison of the admissions representative to assure proper infonnation is being 
provided to prospective students. As detailed in Section 4 of this report, the team noted several cases of 
late refunds due to administrative errors. 

In addition, the team's review of the course syllabi indicated that for all programs, 50 percent of the student 
grade is based on the final exam. Plus, students who have an A in their classes are exempt from taking the 
final. Thus, some students are being graded on only 50 percent of the course, which would not be an 
adequate assessment of the content of the course. Although only 50 percent of a course measurement is 
completed, it accounts for 100 percent of the grade, making it impossible to adequately measure learning 
outcomes and to ensure student success in their subsequent courses and potential career after graduation. 

4.03 Desc1ibe the admissions criteria. 
The admissions criteria are stated on Page 8 of the academic catalog. These requirements include: 
• A high school diploma or its equivalent. 
• An interview with an admissions representative. 
• Successful completion of the college entrance exam, which includes specific scores based on program 

of study to be entered. 
• Acceptance by the campus director. 

Is the admissions process appropriate') 
IZ]Ye, O'lo 

4.04 Does the campus contract with third parties for admissions and recruiting purposes 0 

0Yes [ZJ'lo 

4.05 What evidence is there to document that admissions criteria are applied consistently to all students 
admitted under the same version of the admissions criteria (e.g., that students admitted into specific 
programs for the same start date are admitted under the same admissions criteria)" 
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~!iii1i~~jJ~~~~:~~1~::!n~~!t~~t~~~ ..... ,,, .. ,.,,., ... ,,, .. ,, .. ,,.,~:,~::,·:~~t~i~~·ttiaii .,, ... ,, ... ,.,.dent 
ti'ie''t~'.yj;;,;~c1:: d6ct.~n~t18~':~~s·:aiaHaBl'.e o ,,a a miss1ons•-ci-fte~J'a: ·inciX:afn' -:a hin'ti::~~hool ·ctrlotE'[ or 
€qt1i~~leri-~"pk§Sifig:·§c~t'~~:()fl:itli6.~t1fr~ri~:~iarii;:T~~jj{ji~}1/~'$:y,:tli~ ~ditii~~~~ri~~~~~~eiifatiy~~::~h1 iiitru·· 
approtral ·by,.tHe 'clrrector! 

4.06 Does the admissions policy confonn to the campus' s mission? 
[8JYes 0No 

4.07 Is the admissions policy publicly stated? 
[8J Yes D No 

4.08 Is the admiss ions policy administered as written? 
[8J Yes D No 

4 09 Does the campus use an enrollment agreement for each enrolled student that: 
(a) Clearly outlines the financial obligations of both the institution and the student? 

[8JYes 0No 
(b) Outlines all program-related tuition and fees? 

[8J Yes D No 
(c) Has a signature of the student and the appropriate school representative? 

[8J Yes D No 

4.10 Who is responsible for the oversight of student recruitment at the campus, and what are this person ' s 

4.11 Describe the recruitin° rocess for new students . 

Based on interviews , observations , and a review of recruitment materials , is the process compatible with 
the educationa l objectives for the campus? 
[8J Yes D No 

4.12 Are individuals engaged in admissions or recruitment activities communicating current and accurate 
information regarding the following: 
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(a) Courses and programs? 
l8J Yes D 'Jo 
(b) Services? 
l8J Yes D 'Jo 
(c) Tuition? 
l8J Yes D 'Jo 
(d) Terms? 
l8J Yes D 'Jo 
(e) Operating policies? 
l8:JYes O'Jo 

If Yes, describe how communication to students of the above items is documented: 
During the admissions interview, students sign a ''Student Statement Of Understanding'' as described in 
response to Question 4.02 of this report. This document includes 21 statements that students initial 
indicating they understand the various policies. Many of these items are related to financial aid; 
however, other items addressed include attendance, homework, satisfactory academic progress, security 
and crime, and the alcohol and substance abuse policies. The enrollment agreement covers program 
infonnation including tution, number of hours, and anticipated date of graduation. 

4.13 How does the campus supervise its recruiters to ensure that their activities are in compliance with all 
applicable standards? 
The admissions representative was recently hired by the campus in July 2016. During her first month, 
she observed student interviews conducted by the campus director. She then began conducting the 
interviews while the campus director observed her At the time of the visit she was conducting interviews 
on her own. However, the director's office is outside of her office, and he can listen to the conversation. 

If the institution does not maintain this documentation, insert the section number in parentheses and 
explain 
(Section 3-1-412(a)): The campus was unable to provide any documentation supporting the training or 
ongoing supervision of the admissions representative. 

4.14 Describe how the institution maintains documentation that demonstrates that it systematically monitors its 
recruitment activities (i e. recorded calls. secret shopper results, training materials, remediation efforts, 
etc.). 
(Section 3-l-4 l2(a)): The campus was unable to provide any documentation supporting the training or 
ongoing supervision of the admissions representative. 

4.15 Has the campus developed and demonstrated implementation of a recruitment training plan that allows for 
sufficient monitoring and oversight? 
0Yes l8:J'Jo 

lf l\'o, insert the section number in parentheses and explain 
(Section 3-1-412(a)): The campus was unable to provide any documentation supporting the training or 
ongoing supervision of the admissions representative. 
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4.16 Does the campus use prospective student name s obtained as a result of a survey , canvass , or promise of 
future employment or income while a student, or as a result of other marketing activity ? 
D Yes [8J No 

4.17 Does the state in which the campus operates require representatives to be licensed or registe red? 
[8J Yes ONo 

If Yes, is evidence of licen sure or registration on file? 
[8]Y es ONo 

4 .18 Are the tit! es of recruitment and enrol I ment personnel appropriate ? 
[8J Yes D No 

4.19 Who makes the final decisions regarding financial aid eligibility, packagi ng, award ing, and disbursement , 

Is this person someone other than recruitment and enrollment personnel? 
[8J Yes D No D Not Applicab le (The camp us does not part icipate in financial aid .) 

4.20 Describe the policies and procedures for evaluating and accep ting transfer credit and the evidence reviewed 
to su ort their consistent a lication: 

• 
• 
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A Principles of Accounting I - 4 credit hours 
A Principles of Accounting U - 4 credit hours 
A Business Law - 4 credit hoi1rs 
A Job Search Techniques - 4 credit hours 
A Introduction to Word/Windows-4 credit hours 
A Computer Payroll Accounting - 4 credit hours 
A Theory of Mathematics - 4 credit hours (transfer class} 
C Literature/Composition~ 4 credit hours 

4.21 Does the campus publicize its transfer of credit policies, including policies related to accepting transfer 
credit from another campus? 
IZ]Yes O'lo 

4.22 Has the campus established articulation agreements with other institutions? 
[:gj Yes D '\Jo (Skip ro -1.23.fhr A-laster's /.)egree Pmgrams or -1.2-1.fhr all pmgrams.j 

If Yes, describe the location of the published list the names of the institutions, and the nature of the 
agreement: 
The campus currently holds an articulation agreement with Salem International University. In order to 
qualify for transferability of credits, a student must earn at least a 2 5 C'GPA and have completed a 
minimum of 15 semester credit hours as converted A copy of the a1ticulation agreement was provided to 
the team. It was not published in the catalog or in other documents provided to the team, however, the 
campus does make public on the "Consumer Information" page of its website that the campus "holds an 
active articulation agreement \Vith Salem International University (SIU) for online and ground classes. 
For more information, call West Virginia Business College or Salem lnternational University." 

If the campus does not provide notification to students as to these articulation agreements and the 
transferability of the credits in the programs that are offered. insert the section number in parentheses and 
explain 
(Section 3-1-413): The campus does not provide notification, as required, to students as to the 
transferability of the credits in the programs offered, in regards to its a1ticulation agreement with SIU. 
Instead of being provided with the infonnation about the transferability of credits through the catalog, 
website or other notifying document, students must inquire with the campus. The catalog also states that 
''West Virginia Business Col1ege makes no claim or promise that WVBC credits wi11 be accepted by a 
school, college, university, or institution,'' which does not align with its articulation agreement with SIU. 

FOR ALL PROGR.\MS 

4.24 ls the standards of satisfactory academic progress (SAP) policy, in its entirety, published in the catalog•J 
IZ]Yes 0'1o 

If Yes, state the page number(s) where the standards of SAP policy is published. 
The standards of satisfactory academic progress (SAP) policy is published on pages 16~21 of the current 
academic catalog. 

4.25 Does the standards of SAP policy published in the catalog contain the following: 
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(a) A definition of the maximum time frame allowed for student s to complete a program as 1.5 times the 
normal program length? 

IZ! Yes D No 
(b) A schedul e that designates the minimum percentage of work that a student must successfully 

comp lete at the end of each evaluation increment to complete the program within the maximum time 
frame? 

IZ! Yes D No 
(c) Procedure s for re-establishing satisfactory academ ic progress? 
IZ! Yes 0No 
(d) A definition of the effects of the following on the CGPA and successful course-completion 

percenta ge: 
Withdrawals? 
IZ! Yes 0No 
Inco mplete grades? 
IZ! Yes D No 
Repeated courses? 
IZ! Yes 0No 
Non- punitive grades? 
D Yes D No IZ! Not Applicable (not offered) 
Non -credit or remedial courses? 
D Yes D No 1Z! Not Applicable (not offered) 
A warning status? 
IZ! Yes D No D Not Applicable (not used) 
A probationary period ? 
IZ! Yes 0No 
An appeal process? 
IZ! Yes □No 
An exte nded-enrollment status? 
D Yes D No IZ! Not Applicab le (not offered) 
The effect when a student changes programs? 
IZ! Yes D No D Not Applicable (The campus only offers one program of study.) 
The effect when a student seeks to earn an addit ional credential? 
IZ! Yes D No D Not Applicable (The campus only offers one program .) 
The implication s of transfer credit? 
IZ! Yes D No 

4.26 Describe the evidence that demon strates that the campus applies its SAP standards consistently to all 
students. 
ft'he 'feaniteviewed 'fhie'fil~s of shldf},nts'who wer~ gn (br had .:b-~h ()11) $AP. fu thes'~files 'was 
docun1enration o,( meetin~,Wit~)htlte,; ~clepJ~. a:d,yi:s.ins:,~J:i,~qi,,qf1qe;n,,~qiy5;s~ry:. step~ ,tg :ta,~~ t"l?. i~Pl'PY~ 
t\teit a<H~-<lemi_p,§!ajl,9i_p_g" 
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4.27 Are students who are not making satisfactory academic progress properly notified? 
[8J Yes D No D Not Applicable (No student s are in violation of SAP) 

4.28 Is SAP evaluated at the end of each academic year or at 50 percent of the normal program length if the 
program is one academic year in length or shorte r? 
[8J Yes D No 

4.29 Is SAP evaluated at the end of the second academic year and at the end of each subsequent academic year 
where students must have a minimum CGPA of 2.0 on a scale of 4.0 or its equivalent, or have academic 
standing consistent with the institution ' s requirement s for graduat ion? 
D Yes D No [8J Not Appl icab le (All programs are less than two years.) 

4.30 Is there evidence that students who are not making satisfactory academic progress at the end of the second 
year are dismissed or allowed to continue without being eligible for Federal financial aid? 
D Yes D No [8J Not Applicable (All programs are less than two years .) 

4.31 Are qualitative and quantitative components evaluated cumulatively for all periods of a student's 
enrollment? 
[8:JYes ONo 

4.32 Are student s allowed to remain on financial aid whi le under warning or probation status? 
[8J Yes D No D Not Applicable (The campus does not participate in financial aid .) 

If Yes, is the student informed of this policy? 
[8:JYes ONo 

4.33 Are students whose appeals are granted due to mitigating circumstances placed on probation , have 
eligibility for financial aid reinstated , and considered to be making satisfactory academic progress? 
D Yes D No [8J Not Applicable (There are no such studen ts.) 

4.34 Are student s who are placed in an extended-enrollment status denied eligibility for federa l financial aid 
(unle ss there are mitigating circumstances)? 
D Yes D No [8J Not Applicable (The campus does not have extended enrollment and/or does 
not participate in financial aid. Skip to 4.37.) 

4.35 Do credits attempted during the extended-enrollmen t status count toward the 1.5 times of normal program 
length? 
D Yes D No [8J Not Applicable (The campus does not have extended enrollment.) 

4 .36 For student s who have exceeded one and one-half times the standard time frame and were awarded the 
origina l credential , were any additional financial obligations waived? 
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0Yes 0No t8J Not Applicable (There is no such student and/or the campus does not have 
such a policy.) 

4.37 Are students required to have a minimum CGPA of 2.0 or its equivalent upon graduation from all 
programs ? 
t8J Yes D No 

4.38 Who is responsible for the administration of satisfactory academic progress , and what are this person ' s 
qll<tlifi~tigns? 

Based on interviews and reviews of SAP implementation and monitoring documents , is it evident that the 
individual assigned is providing sufficient oversight of this process? 
t8J Yes D No 

4.39 How does the campus encourage and assist students who are experiencing difficulty in progressing 

Are these mechanisms appropriate and do they demonstrate the campus ' s commitment to assisting 
students? 
t8J Yes D No 

4.40 Does the campus finance any of the following: (Mark all that apply.) 
(a) t8J Scholarships? 
(b) D Grants? 
(c) D Loans? 
(d) D The campus does not offer scholarships , grants, and/or loans. (Skip to 4.42.) 

If Yes for any item, does the campus properly identify all scholarship, grant, and loan programs ? 
t8J Yes D No 

4.41 Does the campus fully disclose the terms , conditions , and application procedures regarding campus loan, 
scholarship, and grant programs in its catalog? 
t8J Yes D No 

4.42 Are all similarly circumstanced students who enrolled at the same time and in the same programs charged 
the same tuition and fees? 
t8J Yes D No 
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4.43 Are tuition and fees clearly stated in the catalog') 
l8JYes 0'-lo 

If Yes, have students confirmed receiving a copy of the catalog'} 
D Yes l8J "lo D Kot Applicable 

If No, insert the section number in parentheses, list student names. and explain: 
(Section 3-1-701 and Appendix C): Students did not confinn receiving a copy of the catalog. The 
team's review of files found documentation of signatures indicating students had received a copy of the 
catalog. However, during team interviews ·with students, it was discovered that students did not recall 
this item being listed on the enrollment checklist. While the catalog is available on the website, it \Vas of 
greater concern that students stated that when they asked for a hard copy. their request was denied. Some 
students do not have internet access at home. The theme of lack of printed materials (financial account 
infonnation. course syllabi, and catalog) was dominant throughout the interviews with different groups 
of students. Based on the prevalent and passionate concern indicated by students throughout the visit, 
which was not sufficiently addressed by the campus, the team concluded that the campus is not 
appropriately providing catalogs to students. 

4.44 Do the financial records of students clearly show the following: 
(a) Charges') 
l8J Yes D "lo 
(b) Dates for the posting oftuition° 
l8J Yes D "lo 
(c) Fees') 
l8J Yes D "lo 
(d) Other charges? 
l8J Yes D "lo 
(e) Payments') 
l8J Yes D "lo 
(t) Dates of payment? 
l8JYes 0'-lo 
(g) The balance after each transaction') 
l8JYes 0'-lo 

4.45 Is the effective date listed on announcements of changes in tuition and fees? 
~ Yes D :"Jo D l\ot Applicable (The campus has not changed tuition or fees since the last 
catalog publication.) 

4.46 Is the campus·s refund policy published in the catalog') 
l8J Yes D "lo 

4.4 7 Is the refund policy fair, equitable, and applicable to all students') 
l8J Yes D "lo 

4.48 Describe the documentation to evidence that the campus is follO\ving its stated refund policy 
(Section 3-1-433): The campus does not follow its stated refund policy 
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If there is no evidence to support the implement ation and consistent application of the policy, insert the 
section number in arentheses and ex lain: 

• 

• 
• 

4.49 Does the campus participate in Title IV financial aid? 
~ Yes D No (Sk;p to 4.54.) 

4.50 Who is responsible on-site for administering student financial aid, and what are this person ' s 

4.51 Is the financial aid administrator a member of a state, regional, or national financi al aid association and up 
to date on procedures and changes in the field? 
~Yes 0No 

If Yes, list the names of the financial aid administrators and their affiliations : 

4.52 Describe the educational activities , including membership and participation in state, regional, or national 
financia l aid associations and other professional organizations that evidence the financial aid administrator 
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4.53 Does the campus have a written policy that accurately reflects the U.S . Department of Education's 
definition of a credit hour for credit hour programs and/or clock-to-c redit hour programs , including 
conversion ratios? 
[:8J Yes D No D Not Applicable (clock hour programs only) 

4.54 Does the campus provide discounts for cash received in advance of the normal payment schedule? 
D Yes [g] No (Skip to 4.55.) 

4.55 The beginning enrollment on the most current Campu s Accounta.~ility Report (CAR) is ~ ~ 
The ending enrollment reported on the previous year' s CAR is ~ j 

4.56 Was the team able to verify the retention rate for the campus and for each program as reported on the 
Cam pus Accountability Report (CAR) last submitted to the Council ? 
[:8J Yes D No D Not Applicable 

4 57 Describe the process by which students who receive financial aid are counseled concerning their student 
loan re a ment obli ations. 

5. EDUCATIONAL ACTIVITIES 

FOR ALL PROGRAMS 

5.01 Are the credentia ls awarded by the campus in compliance with its accreditation approval and in 
compliance with applicable state laws? 
[:8J Yes D No 

5.02 Who is assigned to oversee the educational activities of all programs at the campus, and what are this 
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5.03 Does this person have appropriate academic or experiential qualifications? 
1:21 Yes D l\o 

5.04 Describe how the campus makes provisions for program administrators to have sufi1cient authority and 
responsibility for the development and administration of the programs. 
The campus makes provlsions for its depanment heads to have sufficient authority and responsibHtty for 
the development and administration of the programs with little to no teaching schedule, since the student 
enrollment is low. They are able to make changes to a program, such as textbooks, curriculum, and 
equipment, Wlth encouragement from the director, They are encouraged to take responsibility for their 
programs and are given authority to advise students, discipline students as necessary, and encourage 
instructors, 

5.05 Is the time devoted to the administration of the educational programs sufi1cient? 
1:21 Yes D l\o 

5.06 Is there a published policy on the responsibility and authority of faculty in academic governance? 
1:21 Yes D l\o 

5.07 Does the policy, at a minimum, address the role of the faculty in the follmving areas: 
(a) Development of the educational program? 
1:21 Yes D l\o 
(b) Selection of course materials, instructional equipment, and other educational resources 0 

1:21 Yes D l\o 
(c) Systematic evaluation and revision of the curriculum? 
1:21 Yes D l\o 
(d) Assessment of student learning outcomes? 
1:21 Yes D l\o 
(e) Planning for institutional effectiveness? 
1:21 Yes D l\o 

5.08 Is there evidence that this policy has been adopted and that faculty members are aware ofit? 
1:21 Yes D l\o 

5.09 Does the campus have any programs that require specialized or programmatic accreditation to obtain entry­
level employment or licensure by the state in which the campus is approved? 
0 Yes ~ t,,;o V,•:k,p to 5. 10.fbr nmnrnl r!faccredttation. ,\'ktp to 5. I 2_j(Jr imtial grants.) 

FOR RENEWAL OF ACCREDITATION ONLY 

5. l 0 Does the campus have any programs with current specialized or programmatic accreditation? 
D Yes 1811\o (Skip 10 5.12) 

FORALLCAMPCSES 

5 12 Are the educational programs consistent \Vith the campus's mission and the needs of its students? 
1:21 Yes D l\o 
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5 13 How does the campus involve students. graduates. administrators, faculty, and other interested parties 
such as advisory committees in the formation of policies and the design of educational programs') 
Students and graduates are asked for input on how to improve the programs. They gather their ideas 
from either from the new job experience or what they hear from other schools via advertisements or 
students. Faculty and advisory boards are encouraged to improve programs through their experience, 
knowledge, and updates from their places of employment, or infonnation provided to them from the 
organizations in which they are members 

5 14 What provisions are made for individual differences among students in the learning environment') 
Instructors spend time interviewing the students to get information on their styles ofleaming. Lectures and 
discussion groups are used for the exchange of ideas and to faciHtate !earning. Student mentors (faculty) 
offer tutoring and a!So spend more time in the classroom guiding the individual student. 

5.15 Describe the system in place to evaluate, revise, and make changes to the cuniculum. 
The instructors and students are able to submit a form "l l 5'' to request curriculum changes, revisions, or 
evaluation. This fonn is given to the director, who in turn shares it with WVBC headquarters, in Wheeling. 
The institution discusses the matter and it is either approved or denied. If the proposed changes are 
approved, they go into effect as soon as possible. 

5 16 Does the faculty participate in this process') 
CZ] Yes D Ko 

5 17 \\ 1hat evidence did the team reviev,· to confirm that credit is appropriately' converted in relation to total 
student contact hours in each class') 
The team reviewed the academic credit analysis document along with course syllabi and the campus 
catalog to find that credit is appropriately converted. 

5 18 Does the campus award academic credit to students who demonstrate subject competency based on 
academic, occupational, or personal experiences? 
D Yes CZ] Ko (I/No, .1k1pto5./9,) 

5.19 Are courses and breaks scheduled appropriately, given the students' academic background and the 
coursevmrk involvedCJ 
CZ] Yes D Ko 

5.20 Are the following appropriate to adequately support the number and nature of the general education 
courses'J 
(a) Facilities. 
CZ] Yes D '.Jo 
(b) Instructional equipment. 
CZ] Yes D 'lo 
(c) Resources. 
CZ] Yes D '\Jo 
(d) Personnel 
CZ] Yes D '\Jo 
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5.21 Describe how the campus provides an environm ent for its faculty that is conducive to effect ive classroom 
instruc tion. 

5.22 Based on the team 's observat ion of the instructional material s used , interviews with students and faculty, 
and a review of softw are lice nses , is the campus in compliance with applicable licensing and copyright 
law s? 
1:8:J Yes D No 

5.23 Are official tran script s for all qualifying credential s and for those credentials listed in the catalog on file for 
all in struc tors? 
D Yes 1:8:J No 

If No, in sert the sectio n numb er in parentheses , list faculty nam es, degrees , and award ing institution s and 
ex lain : 

• 

5.24 Have faculty transcripts from institution s not accredited by ag encies reco gnized by the United States 
Department of Education been tran slated into English and evaluated by a member of the Associa tion of 
Internati onal Credential Eva luators (AJCE) , the American Assoc iation of Collegiate Registrars and 
Admissions Officers (AACRA0) , or the Na tional Associatio n of Credential Evaluation Serv ices (NACES) 
to determine the equivalenc y of the credentials to credentials awarded by institu tion s in the United States? 
D Yes D No 1:8:J N ot Applicable (No facult y members hold foreign credentials.) 

5 .25 Is there documented evidence of a syste mati c pro gram of in-serv ice training at the campus? 
1:8:J Yes D No 

If Yes, how is this documented ? 
µii.sem ce,tfaJniri'.g'is· documented throusltitschedule, of activities tcfr, r11e·currehfy~a~£coint>tete,r sign~i~ _ _ 
~hee.tS', copies of the ~enda fortne activity, and a ce.rtification of cornpl~ ti<mp rovkled to each .attendee jodl 
kept'in the attende.~ s file. These,cio:cuments are nt'aced.inabinderwhichis no-used inthecareers.ervice§ 

5. 26 ls there evidence that appropriate faculty deve lopment pl ans have been de veloped and implemented 
annually , includin g docu mentation to supp ort co mpleted activitie s listed on the plans ? 
1:8:J Yes ONo 
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5.27 Is there evidence that full-time and part-time instructors participa te in regularly scheduled faculty 
meetings? 
~Yes ONo 

5.28 De scribe the proce ss the campus uses to determine that there is an adequate core of full- and/or part-time 
faculty to ensure sound direction and continuity of development of the educationa l programs. 
ITTte 'cM1pful'' cdrlauctslii' ~vaiii~tioh '.of n~~atol ihsfrii~tors. Appi1~lidnslor 6iripI6yti~en:t '~ire"a:Zivern.s~h}ii 
tocal .ue-wspape,i;,s or appli~ant.s ·ale~dentitled from job search Sites and from faculty input. Qualified 
itpplicants'.are interviewed and selected if appropriate. R.'esUrtles and 6ther, cfoc:Ufu.etlis frohi interviewed 
~~cli4;te,§ <tfe P~~~e4JA filpJgfll§~ ~t ~J;tir~i!~ttp~e4;ct:,, .. , , ,,,, ,- .,. ·"· ,. "" ., ,,,, ,, ·" .,,,,,,,. _,_ , --·-" .. , ·"· ",,,,, ,,,,,, 

5.29 De scribe the contracts and/or agreements the camp us has with other institut ions or entities . __ 

~ d8cu~~n~!d ,i11 th,ft;J~~~ r~~~, -~n~::~1?t~ ~?J1t~~.~n!:l1t~~;~n}~epsit~t t1!f·C·at;pp~~-;has an ;;iut~~plati~n , 
~greeme,nt ~1,ih.8alep.11tit,erna:t101,1al J!mve,rst!y,. [his agr~_em~I,1t1s,i,n: r~gcl!~ to :tra.risf~t,c:of cr,ed_1ts a,;nd;1s no:t 
;u,,aJMe'.ment-to arran · e'for a"· 't>ftion''of aead¢mi6' -r,o6-rams 'tB be cieliveild b ,:"anothet' instttuti,oxi!J 
''"''·""'-···~ ·''·'"''··"'-•"·'·'"•''""''•"•''"''"'"""''···"'·g ·""''""·"""'··J;L ,,,m,"w.••«•.·•••m.,m-",··'''''·""··•"·""''''''·•"'.It «,'.~ -•,, ... «'.•"••m• ... ,«·•·•,m,,m,.,,.,,_,,,,s,-,s«.••«•.•"··'"'''JL .. ",'''•"'-••"••·"•··••w.•",,'."'''·•·""·"''•'""'"'''"" 

Do the contracts and/or agreement s comply with all requirement s of the applicable criteria, including 
disclosure in the catalog? 
D Yes D No ~ Not Applicable 

FOR OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

5.30 Does the program include at lea st 10 semeste r hours , 15 quarter hours , or their equivalent and less than 15 
semeste r hours, 22 .5 quarter hours, or th eir equivalent in gene ral education or applied genera l educat ion 
courses? 
~Yes ONo 

5.31 Summarize the genera l education and/or appl ied ge neral education courses and describe whether they are 
relevant to the chosen de 0 ree and meet Council standa rds . 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, AND BACHELOR'S 
DEGREES ONLY 

5.32 Are instructors tea ching general educa tion courses assigned in keeping with the minimum requirement s 
as stated in the Accreditation Criter ia? 
OY es ~No 
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FOR ALL PROGRAMS 

5.39 Describe the student services offered by the campus such as, but not limited to, structured tutoring, 
academic or ersonal counsel in , and student orientation . 

5 .40 Who is the person on staff responsible for the oversight of counseling students on employment 

5.41 

5.42 Are follow-up studies on graduate and employer satisfaction conducted at specific measuring points 
following the placement of the campus' s graduates? 
C8J Yes D No D Not Applicable (There have been no graduates.) 

5.43 Does the campus use placement percentages or salary projections as part of its recruiting activities? 
□ Yes C8:!No 

5.44 Describe the extracurricular educational activities of the campus (if applicable). 
;the camp.us has a studen t councU group that uses their businessand other skills t o manage a school store 
~a oth~~-l}~_e_!11§J!l '~11J q~"ii~~4~Pi~,P~rtJ~iQ~t~~,,I~~,.sto.rth1-91\!~~~ -~ .J~~~4, t_~ ·t1?22~i ~e.1:Yi.9~ Jf°'r !!.::f~~)Jor 
$!~fl:~~~$;: 

6. EDUCATIONAL FACILITIES 

6.01 Describe the physical facility of the campus . (Include details such as campus location, square footage, 
distribution of space, parking situation, and any other pertinent information. ) 
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The campus of West Virginia Business College is located at 116Pennsylvania Ave in Nutter Fort, West 
Virginia~ h occupies the first floor of a multi-level building. The campus is located one block from Route 
20 and is within 5 miles of Interstates 50 and 79, which makes the campus accessible by car from many 
areas. There is adequate and free street parking around the campus, and there is also public 
transportation (bus.) that can be taken to and from the campus. The first floor of the building consists of 
general classrooms, computer rooms, and a library resource center with a media area. 

The campus is three blocks from the city police station, and within five miles of the campus there is 
access to financial, medical, travel, and emergency services. This locati.on makes it accessible to fliture 
employers and graduates seeking employment within the local business community, 

6.02 Does the campus utilize any temporary additional space locations') 
D Yes t8J Ko 

6.03 Does the campus utilize learning sites? 
D Yes t8J Ko 

6.04 Are all facilities (including additional space and learning sites) appropriate for the size of the student 
population and the programs offered? 
[8JYes 0Ko 

6.05 Are the follo1.-ving appropriate to support the student population and the programs offered at all locations 
(including additional space and learning sites): 
(a) Equipment') 
D Yes t8J Ko 
(b) Instructional tools? 
t8J Yes D Ko 
(c) .\tachinery') 
t8J Yes D Ko 

ILVo for any item, insert the section number in parentheses and explain 
Section (3-1-601): The equipment is not adequate to support the student population and programs 
offered at the campus, Students and faculty voiced concerns about extremely limited access to printers 
and printing at the campus. Faculty must channel all printing requests through campus administration, 
and students are referred to the local public library for printing services. This lack of access to a printer 
includes business, paralegal and computer program students. who would regularly use a printer in their 
careers. Details about this deficiency are listed Section 9 for each program of this repmi. 

6.06 ls there evidence on file to show that all campus facilities are in compliance \Vith fire, safety, and sanitation 
regulations') 
t8J Yes D Ko D Kot Applicable 

7, PLJBLICATIONS 

7.01 What catalog was used during the evaluation') (Include the year. number, and volume, if appropriate.) 
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The catalog used during the evaluation was the West Virginia Business College catalog, Volume 23, 
effective from January I, 2016 to December Jl, 2017, and last updated on September 12, 2016. 

7.02 Does the campus publish a catalog that is appropriately printed and provided to all enrolled students'} 
D Yes IZJ Ko 

If No, insert the section number in parentheses and explain 
(Section 3-1-701 and Appendix C): The campus does not currently provide an approp1iately p1inted 
catalog to all enrolled students. While the campus does publish its catalog on its website, the campus does 
have students who do not have Internet access at home, and students indicated that they did not receive a 
printed copy of the catalog \vhen requested, or that it was very difficult to procure one. The campus 
now plans to e-mail the catalog to students, provide a printed copy to students, as requested, and to clarify 
in the students' statement of understanding that a printed copy may be requested. This nev,' process will 
begin at the start of the new tenn in October 2016. 

7.03 Does the catalog contain the following items 
(a) A table of contents and/or an index'J 
IZJ Yes D Ko 
(b) An indication of the year(s) for which the catalog is effective on the front page or cover page? 
IZJ Yes D Ko 
(c) The names and titles of the administrators') 
IZJ Yes D Ko 
(d) A statement of legal control which includes the names ofttustees, directors, and oflicers of the 

corporation CJ 

IZJ Yes D Ko 
(e) A statement of accreditation'l 
IZJ Yes D Ko D Kot Applicable (initial applicant) 
(f) A mission statement') 
IZJ Yes D Ko 
(g) A list of full-time faculty members, qualifying credentials, awarding institution, and area of teaching 

specialization? 
IZJ Yes D Ko 
(h) An academic calendar'J 
IZJ Yes D Ko 
(i) A full disclosure of the admission requirements? 
IZJ Yes D Ko 
(i) A statement for each curriculum that includes a statement of objective or purpose. an accurate and 

complete list of all courses in the curriculum with a unique identit\fog number, title and credit or clock 
hours awarded; the total credit or clock hours required to complete the curriculum, any necessary 
requirements for certification, licensing. or registration needed to work in the field: and any additional 
requirements that must be met to complete the curriculum? 

IZJ Yes D Ko 
(k) A description of each course that includes the identifying number, a title, credit or clock hours 

awarded, a concise description of the course contents, and any necessary prerequisites and/or 
corequisites'J 

IZJ Yes D Ko 
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(]) An explanation of the grading system that is consistent with the one that appears on the student 
transcript') 

C8J Yes D l\o 
(m)A definition of the unit of credit') 
~ Yes D I\o D I\ot Applicable (The campus does not award credit.) 
(n) A complete explanation of the standards of satisfactory academic progress') 
C8J Yes D l\o 
(o) A description of the certificates, diplomas, and/or degrees awarded along with a statement of the 

requirements necessary for completion of eachc1 
C81Yes 01\o 
(p) The transfer of credit policy? 
C81Yes 01\o 
(q) A statement of the tuition. fees. and any other charges') 
C81Yes 01\o 
(r) A complete and accurate list of all scholarships, grants, and/or loans offered') 
~ Yes D I\o D I\ot Applicable (:'.'Jo scholarships, grants, or loans are offered.) 
(s) The refund policy') 
C81Yes 01\o 
(t) A statement describing the student services offered? 
C81Yes 01\o 
(u) A student grievance policy that includes the name and address of ACICS (which may be in the student 

handbook instead of the catalog) 0 

~ Yes D I\o D I\ot Applicable (initial applicants only) 

7.04 Does the campus offer degree programs') 
C81Yes 01\o 

If Yes, does the catalog contain the following. 
(a) An explanation of the course numbering system (for all level sf 
C81Yes 01\o 
(b) Identification of courses that satisfy general education requirements (for occupational associate' s, 

academic associate's, and bachelor's degrees only? 
C8J Yes D l\o D "lot Applicable 
(c) Identification of courses that satisfy the concentration requirements (for academic associate' s and 

bachelor's degrees only)? 
D Yes D l\o C8i "lot Applicable 
(d) Identification of courses that satist\ the upper-division (for bachelor's degrees only? 
D Yes D l\o C8J "lot Applicable 

7.05 Does the campus offer courses and/or programs via distance education') 
D Yes C8J l\o (/(No, skip to '.06,J 

7.06 Is the catalog updated at an appropriate interval') (An addendum/supplement should not be used as a 
substitute for meeting this expectation.) 
C8J Yes D l\o 
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7.07 Does the catalog contain an addendum /supplement? 
D Yes IZ! No (If No, skip to 7.08.) 

7.08 Is the catalog available online? 
IZ! Yes D No (lf No, skip to 7. 09.) 

If Yes, does it match the hard copy vers ion? 
IZ!Yes 0No 

7.09 Does the campus utilize a multiple-school catalog? 
IZ! Yes D No (If No, skip to 7. I 0.) 

If Yes, answer the following: 
(a) Are all campuses using the same catalog of common ownership? 
IZ! Yes D No 
(b) Are all photographs properly labeled to identify the location depicted? 
D Yes D No IZI Not Applicable 
(c) Are faculty and staff properly identified with respect to the campus to which they belong ? 
IZ!Yes 0No 

7.10 Is all advertising and promotional literature, through any type of media (social media, web site, 
newspapers, etc.), truthful and dignified? 
IZ!Yes 0No 
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7.11 Is the correct name of the campus listed in all advertising , web postings , and promotional literature? 
IZ! Yes D No 

7.12 

Are all print and electronic advertisements under acceptable headings? 
IZ! Yes D No 
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7.13 Does the campus use endorsements, commendations, or recommendations in its advertising':) 
C8J Yes D r-.o (!fNo, skip lo 7 .1-1.) 

If Y n, describe how the campus uses endorsements, commendations, or recommendations in its 
advertising. 
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The campus utilizes two commercials, one in which a prospective student talks about her visit to the 
campus and how she v.ill attend after her high school graduation to get started with training for a career, 
and one in which a current student discusses how college didn't work out for her before, but she was able 
to get into a great program at WVBC and received guidance with working through her defaulted loan 

If Yes, is there evidence that prior written consent was obtained and that all representations are factual and 
portraying current conditions., 
C8J Yes D Ko 

7.14 Does the campus utilize services funded by third parties? 
D Yes C8J Ko (!fNo, skip lo 7.15.) 

7.15 Does the campus avoid offering monetary incentives to anract students and avoid making guarantees for 
job placement or salary for graduates? 
0Yes C8:JKo 

If No, insert the section number in parentheses and explain 
(Section 3-1-703 and Appendix C): The institution does not avoid making guarantees for job placement. 
Verbiage used on the website includes "Launch your medical career. 'IJ\.'V Business College can get you 
started in a medical field and find you a quality job for a bright future" This statement docs not indicate 
that the education gained from the campus would be the impetus for getting a start in the medical field, and 
that the campus would provide employment assistance at the completion of the program 

7.16 Is the phrase ••for those \vho qualify"' properly used in all advertising that references financial aid., 
D Yes [2J T\"o D T\"ot Applicable (The campus does not participate in financial aid.) 

If No. insert the section number in parentheses and explain 
(Section 3-1-703 and Appendix C): The institution does not use the phrase ''for those who qualify" when 
referencing financial aid in a11 advertising. The institution uses a brochure that indicates the campus offers 
·'one-on-one financial aid counseling," but makes no mention of qualification for financial aid. 

7.17 \Vhat campus and program performance information does the campus routinely provide to the public, and 
does it match the most recent CAR c1 

Prior to the visit, the campus was disclosing only program-level placement rates, by campus, using the 
U.S. Department of Education's gainful employment disclosures template. During the visit, the campus 
re,,.ised its Consumer Information webpage to include a link to the campus's 2015 CAR summary 
document, in order to disclose campus- and program-level retention and placement. Therefore, the 
information provided to the public does match the most recent CAR 

If the campus publishes additional infonnation, describe: 
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8. LIBRARY , INSTRUCTIONAL RESOURCES, AND TECHNOLOGY 

'FOR ALL PROGRAMS 

8.01 Has the campus developed an adequate base of library resources? 
[g!Yes 0No 

8.02 Does the campus ensure access of library resources to all faculty and students, including students at 
nonmain campuses? 
[g!Yes 0No 

8.03 Describe the training and support to faculty and student s that the campus provides in utilizing library 
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8 04 Are adequate staff provided to support library development organization of the collection. and access of 
library resources? 
i:21Yes 0:-Jo 

8.05 Describe how the campus develops continuous assessment strategies for resources and information 
services? 
The campus provides a Library Resource Suggestion fonn for students and faculty to Hst any books, 
software, or reference materials that they would like to see added to the library. Any suggestions are 
forwarded to the department heads and then on to the campus director for approval. If approved at the 
c-ampus level, the request is forw-arded to the Wheeling main campus where finai decisions regarding 
library resources are made. 

Are these methods appropriate? 
1:21 Yes D 'Jo 

8.06 Describe the training process for the library staff 
(Section 3-1-S00(f))· Currently, there is no training process for the library staff. Upon interview, none of 
the designated library assistants or the coordinator had been trained to use the Gale Virtual Library 
online resources or assist students with this resource. 

FOR OCCl!PA TIONAL ASSOCIATE'S, ACADE,IIC ASSOCIATE'S, BACHELOR'S, A:\D 
MASTER'S DEGREES O:\LY 

8 07 Is the campus's established annual budget appropriate to the size and scope of the campus and the 
programs offered, and is the allocation appropriately expended for the purchase of books. periodicals, 
library equipment, and other resource and reference materials? 
i:21Yes 0:-Jo 

8 08 \Vhat is the amount of the current year's library budget excluding personnel allocations? 
The current year's library budget is $3,000. 

8 09 \Vhat portion of the current year's library budget has been spent? 
Of the $3,000 annual budget, $2,278 had been spent to the date of the ,i sit 
How has the money been allocated? 
No physical resources have been added to the lmv library The campus indicated that all funds are currently 
spent on the Gale electronic databases and a subscription to 'V\1 estlaw. An invoice was provided to the team 
indicating payment for access to the Gale Virtual Library for 3/30/16~3/30/17.A2016 paid invoice was 
also presented to the team for the Westlaw database. 

8 10 Describe the process of including the faculty in selection of library resources 
The campus provides a Library Resource Suggestion form for students and faculty to list any books, 
software, or reference materials that they would like to see added to the library. Any suggestions are 
forwarded to the department chairs and on to the campus director for approval. If approved at the campus 
level, the request is forwarded to the Wheeling campus where final decisions regarding library resources 
are made. 
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8.11 Are the library hours adequate to accommodate the needs of all students') 
i:21Yes 0'1o 

FOR NONDEGREE PROGRA:VIS O'iLY 

8.26 Are appropriate reference mate1ials and periodicals available for all programs offered? 
i:21Yes 0'1o 

8.27 Are the instrnctional resources organized for easy access, usage, and preservation? 
i:21Yes 0'1o 

8.28 Is there a current inventory ofinstrnctional resources') 
1:21 Yes D 'lo · 

8.29 Does the campus have appropriate and sufficient instructional resources, equipment, and materials to meet 
its educational program objectives and student needs? 
i:21Yes O'lo 

FOR OCCCPA TIO'iAL ASSOCIATE'S DEGREES ONLY 

8 30 

8.31 

Has the campus designated an individual \Vith the ability to maintain the resources and to assist students 
and faculty 0 

i:21Yes 0'1o 

Do the resources include the study, reading, and information technology facilities necessary to support the 
effectiveness of all the courses and programs offered by the campus? 
i:21Yes 0'1o 

Is there a current inventory of instructional resources, including online resources 0 

i:21Yes O'lo 

The physical la\v books do not circulate so there are no circulation statistics available; however, the 
campus did provide evidence of the usage of the online databases to the team while on site. 

8 33 Are the resources organized for easy access and usage') 
i:21Yes 0'1o 

8.34 Provide evidence, including ::.pecific examples, of how faculty encourages the use of the library 
Every course taught at the campus includes an Independent Research Project (IRP), and students are 
required to use a minimum of two campus resources to complete this project, including physical and/or 
online resources. Evidence of these projects was contained in class syllabi and was confirmed during 
interviews with the faculty and students. 

8 35 Do the library holdings, including on line collections, support all of the offerings of the campus? 
i:21Yes 0'1o 
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9. PROGRAMEVALUATION 
0ccnpaHona1iA'.s'socaate•s::n~iree".Jn"omce"i t1ministr-i'.Hon'.::i;fa1;gaJiiil\1ssfstant 

FOR ALL PROGRAMS 

9.01 Is licensure , certification , or registration required to practice in the specific career field? 
D Yes ~ No (ff No, skip to 9.02) 

9.02 Who is assigned to administer the academic program(s) listed above , and what are this person ' s 

9.03 Does this individual possess appropriate academic or experiential qualifications ? 
~Yes 0No 
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9.04 Describe what evidence there is that the program administrator has sufficient authority and responsibility 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient ? 
~Yes 0No 

9.06 Does the program meet the needs of its students and the requirements of the Council , as shown by student 
achievemen t outcomes which meet or exceed the standar ds for the following areas : 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs ::; 1 year in 
length)? 
~ Yes D No D Not Applicable (Data not available .) 

(b) Student placement rate of 70 percent? 
~ Yes D No D Not Applicable (Data not available .) 

9.07 Does the program utilize a variety of community resources to enhance student achievement and potential 
career opportunities ? 
0Yes ~No 

If No, insert the section number in parentheses and explain : 
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11ir11;1;a;~;!1j~~;~s~r1 

&it~fr!¢nc~ '6rt11e"eve111t~or'a1i~f' or;stuc1etfis iii'' a1te£1ctat),ce'."1Ji.6 o,ity d<>ctµfh ¢rttafi 2>£r:4t:;H1 ab 1 ~'~a$''a:r1~14 
ttip tequ est'f orm.Whi-eh'was b'.eihgpriiitea,::di'.lf and si gn'.eo by·adthinittratl oli 'liuring th'.e '\iisif!l The.f~a! 
departdi~nt head stated in intervihws, with the' team that the program, dbes pot utilize aprograni' advisory 
c6intnitte¢? meetin_gg'with local employer$,? di'g{t,~s# speakefsto ehhanc~ the progt-am. Thir~fo~~1 ,.e~eg;if, 
µ99µpie+1t(l!t211_wa:~_ (l\1_~!J(lql~t9 __ ~vtg~1:1yy_ ~~lei _ttjp~~ ti'Y~ ~!¥ .. 9f:+~~2l!f~~~ i$_ p;g~~~!J1g:q:tj,l~~aji 

9.08 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives ? 
[8J Yes D No 

9.09 Does the program include an externship? 
D Yes [8J No (If No, skip to 9. 10.) 

9.10 Does the program use independent studies? 
[8J Yes D No ({/N o, skip to 9.12.) 

9.11 Are independent studies used appropriatel y, and is there a contract signed by the student and the institution 
that meets Council standards? 
□ Yes [8JNo 

9.12 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
[8JYes 0No 

9.13 Are course prerequisites appropriate , are they identi fied in the catalog , and are they being followed ? 
D Yes t8J No 
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If No, insert the section number in parentheses and explain 
(Section 3-1-513(b)): Course prerequisites are not being followed. Student 
Pennanent Record Card (PRC) was reviewed by the team The document evidenced that as 
enrolled in courses LG231 Criminal Law and Procedure and LG233 Probate and Estate anmng e ore 
completing the prerequisite course LG126 Legal Tenninology. LG 126 Legal Tenninology is a prerequisite 
for all other legal courses. 

9 14 Is an appropriately detailed syllabus on file for each course that includes the following elements: 
(a) Title and course descriptions., 
CZ] Yes D '\Jo 
(b) Course numbers? 
CZ]Yes O'\Jo 
(c) Course prerequisites and/or corequisites':l 
CZ]Yes 0'1o 
(d) Instructional contact hours/credits? 
CZ]Yes O'\Jo 
(e) Leaming objectives 
CZ]Yes O'\Jo 
(f) Instructional materials and references? 
CZ]Yes O'\Jo 
(g) Topical outline of the course? 
CZ]Yes O'\Jo 
(h) Instructional methods? 
CZ]Ycs O'\Jo 
(i) Assessment criteria? 
CZ]Yes O'\Jo 
(j) \'1ethod of evaluating students? 
CZ]Yes 0'1o 
(k) Date the syllabus was last reviewed? 
CZ]Yes O'\Jo 
For Title IV participant ct1111puses that hal'e lecture courses in credit hour programs or clock-to-credit 
hour program.\· only: 
(1) Out-of-class work assignments that support the learning objectives for the course? 
CZ] Yes D '\Jo D '\Jot Applicable (clock hour program) 
(m)A description of the minimum amount of time a student is expected to spend on completion of the 

work assignments? 
cgi: Yes D :"Jo D :"Jot Applicable (clock hour program) 

9 15 Do students confirm that thev receive a course svllabus and that it is followed? 
D Yes CZ] '\Jo · · 

If l\'o, insert the section number in parentheses and explain 
(Section 3-1-513(a)): Detailed syllabi are not made available to each student enrolled in the class. During 
the on-site visit, students, faculty and administration stated to the team that students are not provided with 
syllabi for classes. A single hard copy of each syllabus is physically posted in the classroom where a 
course is being taught. 
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Some instructors use their personal equipment and/or monetary resources to reproduce syllabi for students. 
Students requesting a hard copy of syllabi are directed by the administrative offices to read the posted 
syllabi. Syllabi are not posted online, While the team was on she, the campus director stated to the team 
that there ls a plan in place for the next tenn to distribute syllabi to students via e-mail 

9.16 Are the courses available when needed by the student in the normal pursuit of a program of study? 
0Yes O'Jo 

9_ 17 Does the campus participate in Title IV financial aid'l 
l8J Yes D 'Jo (!/No, skip lo 9.20.) 

9_ 18 Does the campus's written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition ofa credit hour as defined by the U.S. Department of Education for Title IV funding? 
l8J Yes D 'Jo D 'Jot Applicable (clock hour programs only) 

9_ 19 Is there evidence that out-of-class work or the equivalency is being evaluated? 
l8J Yes D 'Jo D 'Jot Applicable (clock hour programs only) 

If Yes, describe the documentation of evaluation viewed on site. 
During the on-site visit, the team viewed various graded homework assignments. Homework revievoied 
include legal briefs, research papers, and sample legal documents for filing in state and federal courts. The 
team observed homework grades recorded in the faculty gradebooks. 

FOR ALL VISITS 

9.20 Are the following appropriate to adequately support the number of students and nature of the program 
(a) Facilities? 
0Yes O'Jo 
(b) Instructional equipment? 
0Yes O'Jo 
(c) Resources'l 
0Yes O'Jo 
(d) Personnel? 
0Yes O'Jo 

If Yes for any item, describe how· the above items are adequate to support the program(s) 
(a) Facilities: there is sufficient classroom space, study areas, parking, and administrative office space to 

support the program; 
(b) Instructional Equipment. there are sufficient computer tenninals to allow each paralegal student access 

to the Westlaw and Gale online databases during class time for in-class exercises and for students 
during out-of-class time. 

(c) Resources: paralegal students have personal access keys to Westlaw, a major on!ine legal database, to 
conduct legal research. There are also valuable hard copy forms and books available in the campus 
library. 

(d) Administrative suppoti is available to assist the legal department head and faculty with administrative 
tasks. 
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9.21 Describe how are the following elements appropriately incorporated into the instructional components of 
the program 
(a) Systematic planning. 
Department heads and faculty meet weekly to discuss program requirements, such as course content, 
textbooks, and instructional equipment. Course syllabi are reviewed at least annually. Recommendations 
are fon:varded to the campus director and the institution's general manager for final approval and 
implementation. 

(b) Well-defined instructional objectives. 
(Section 3-t-532(b)): The course curriculum as published in the catalog and course syllabi do not establish 
learning objectives for each course that evidence measurable student learning outcomes, and the learning 
objectives are not we!l defined. The objectives are generic and lack the ability to adequately measure 
course outcomes which hinders the assessment of student progress and does not adequately provide for 
student demonstration of the mastery of necessary content to complete the courses or the program of study. 

The fo11owing are examples of''tenninal objectives" as published in the LG 126 Legal Terminology 
syllabus: 
'"The student will learn: 
I. To have a working knowledge oftem1inology of courts and court procedure, contracts, commercial 

laws, partnerships, corporations, insurance, administrative law, agency law, bankruptcy, labor and 
employment, legal ethics, criminal law, family la1.v, torts, tax and wills, trusts and estates 

2. Use legal vocabulary 
3 An appreciation of the lav,' ,. 

( c) The selection and use of appropriate and current learning materials. 
(Section 3-1-532(c): Required instmctional components do not include use of appropriate learning 
materials. 

As evidenced in the course syllabus, LG235 fmmigration Law utilizes a textbook, "Leaming about 
Immigration Law," 3rd edition, ISBN 9781418032593, Scams, Delmar Cengage Leaming, which has a 
2006 copyright. Immigration Jaw is a dynamic area of the law and is changing at least annually with laws 
and regulations having constant updates. A I 0-year old textbook is not appropriate for this course. 

As evidenced in the course syllabus, LG228 Legal Analysis and Writing., 2nd edition, ISBN 
9780827375390, Barber, Cengage Leaming, 1997 copyright. While the area oflegal analysis is not 
necessarily dynamic, there have been changes in technology affecting legal writing over the past 20 years. 
Students should have a contemporary textbook. 

It is standard practice in legal offices, large and small, to use electronic client management software to 
track client billing and to store legal documents, case notes, etc. Hands-on use of this software is not 
incorporated into the program, nor are students even provided a demonstration of the software. Graduates 
of the program seeking employment will be hindered by lack of familiarity 'With the correct use of 
electronic client management software. 

A great resource that the program does provide to students is access to the Westlaw onllne database library. 
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(d) Appropriate modes of instructional delivery 
The team reviewed program syllabi and determined the campus uses appropriate modes of instructional 
delivery. For example, the syllabus for LG236 Torts/Personal Injury Law states that learning objectives are 
achieved through '·work related scenarios, use of text-based applications, participate in open discussions, 
use of both school library, virtual and local libraries . , '' etc. Interviews \Vith students. confirmed use of a 
variety of instructional modes. 

(e) The use of appropriate assessment strategies. 
The campus uses written and oral quizzes, research papers, practical demonstrations, and pre-and post-tests 
to assess learning. However, the way in v-.foch the final exam is used is not appropriate. 

(Section 3-1-532( e)): There is not appropriate use of assessment strategies. A review of the current term 
syllabi show an evaluation and grading breakdown as follows- major tests 30 percent of final grade; 
quizzes: 5 percent of final grade; homework and individual review project 15 percent of final grade; 
final exam· 50 percent of final grade. The team detennined there are two assessment strategy 
deficiencies: 

I) The value placed on the final examination is currently 50 percent, which is a very high value for a 
single assessment. In addition, if the student waives the final exam, the student is, in effect being 
evaluated on only one-half of the work in the course. 
2) The ability of students. to exempt their final week of class, including the final exam, precludes. 
them from showing their mastery of the materials presented during each course. 

Additionally, the practice of waiving the exam is not following the published policy. As published in the 
West Virginia Business College 2016-2017 Catalog, V. 23, updated September 12, 2016, p. 13: 

"Final Examination. A final examination is required in each course and is given at a specified time 
Students eligible to be excused from their exam are as follows: 

A. Students will be excused because of extreme emergency circumstances as determined by 
Director, at which time students may be asked to present appropriate documentation. 

B. Students meet the criteria for the Honors Program.* 

Honors Program: All students are eligible to participate in the WVBC Honors Program An Honors 
Student at West Virginia Business College must earn a grade of an 'A' in all classes of their program to 
gain designation of''Vlith Honors" as expressed on their official transcript. 

In practice, however, the team detern1ined that a student may waive the final exam in a pa11icular course 
ifin that course he or she has missed no more than five days in the term in that course and is carrying an 
·A' average in that course." 

(f) The use of appropriate experiences. 
In addition to lecture and lab experiences, the campus assigns appropriate homework and also provides 
field trips relevant to the program 

FOR ',ON DEGREE PROGRA'.\1S ONLY 
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9.22 Is there an adequate core of full- and/or part-time faculty to ensure sound direction and continuity 0f 
devdopment of the educational program~'' 

12'.] Yes D "o 
FOR :\ONDEGREE PROGR~,IS A:\D OCCLPA TIO:\AL ASSOCL~ TE'S DEGREES ONLY 

9.23 Are all faculty assigned to teach in no more than three fields ofinstrnction, \Vith no more than five 
preparations') 

12'.] Yes D "o 
FOR :\ON DEGREE PROGRA,IS, OCCl!PATIO:\AL ASSOCIATE'S, ACADE,IIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9 24 Do the faculty members' qualifications meet the minimum requirements outlined in the Accreditation 
Cri1eria, and are their qualifications academically and expe1ientially approp1iate to the subject matter 
they teach and the level of the credential av,,arded') 
12'.]"Yes D "o 

9 25 Is the size of the faculty approp1iate to the total student enrollment'/ 

12'.] Yes D "o 
FOR OCCUPATIONAL ASSOCIATE'S, ACADE,IIC ASSOCIATE'S, BACHELOR'S, A:\D 
MASTER'S DEGREES O:\LY 

9 26 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development of the program') 

12'.]Yes D"o 

FOR :\ON DEGREE PROGRA,IS A:\D OCCLPATIO:\AL ASSOCIATE'S DEGREES ONLY 

9.28 Are teaching loads reasonable'/ 

12'.] Yes D "o 
9.29 \Vhat is the current student/teacher ratio? 

The current student/teacher ratio is 3: 1 

9 30 Is the current student-teacher ratio reasonable for the mode of delivery and course content'/ 
12'.] Yes D "o " 

FOR OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9 31 Is the number of hours required to complete the occupational associate's degree at least 60 semester 
hours, 90 quarter hours, 1800 clock hours, or their equivalent, earned over a pe1iod of four semesters, six 
quarters, or their equivalent'/ 

12'.] Yes D "o 



VER. September 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 45 of 65 

9.32 How does the curriculum quantitative ly and qualitatively approx imate the standards at other colleg iate 
instituti ons offe ring the same degree? 
'f:ffet9~<:qu'art~tcr~a,i~:prHJ~'.~ifariiit,aHv~1y1'°~Iif>f:0~1,~at,es:ib:e"si:dna~~~:'~i'it~tican~@:ai,e\tn,suJ~tfo~ 
Qfferlng}li,e< sa111<.W:degre_t~t as_siR,111~•pr9grams'lro:e:~tquaH~r 'credits at'.lW~st. Vhginia:''1uniorC ollege}iand 
Ro:.§luatt~t'.'ct~dHs1,itt.Milthi,~J~ACOb~JJarl~~f.:Q6ll¢ge;'Ut.DbtB;, 

If the curriculum does not approximate the standard s at other collegiate inst itutions, insert the section 
number in parentheses and explain, using specific examples: 
(Se~tiona:3.,zo3f'fl'lie 'piogramtd§es ·nof@ruitatNe1fapproximate·tn~standru;ds"'.at·othe1; collegiate 
~osttwtjo-rt.s offenlJg the ~am e degree, The p{ttalegaJ' progr_am does i,J:Qt jpcJ1Jtle a;tj;:iow9ductonr legal;, ◊◊UIS¢, 
i~at~es~ .rlhes, ~ 7 ~~ctur,~ -0f~th~J,~~~ S},(S!e~ }n ie JJ:nifod S~tes? 1!.2.r do,~s it 1:n9t~de_,~n intr~~uct1011,ii0r 
i?,v~ ew .?{ ~e :P~{,a(!~a\;:SXQ1~ iri:;th{~~riBaJir I~g~l;~ystein:J ,Vh:~ther a~~p,ai;~te-coutse~), i.s;u_seq, qJ: the 
tnffoni1~ri,§1ffa inclu,d~ i,ri pther:-Iegafor par~efgaj 'co'Urs~s.-!}les~ t~v~ __ supj~cfa are,_nC>rn,ial,ly fop1,ti~~~ in 

~t~::ltiti~lflt~:~tft}~;a1ri~~~!~!~~t~~~f~~t~~J,l itt~il~ir~fi~~~~~r\~14,t~~ 

9.33 Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
!ZI Yes D No D Not Applicab le (no students in the second year) 

9.34 Are the second-year courses based upon appropriate first-year prerequisites? 
!ZI Yes 0No 

9. PROGRAM EVALUATION 
p1i>1ima1'.i••·;iv1eatS1'A:ssistani 
pc<l-\ll,'ad<,ti'i(Ai~'.oB~tl' ~•• n~!fee':il ·ijuf§~' A,.§;i§tkht!i,>a,iltftit':c~f~ '1;1a~ 

FOR ALL PROGRAMS 

9.01 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes !ZI No (If No, skip to 9.02) 

9.02 Who is assigned to administer the academic program(s) listed above, and what are th is person's 

1111111111111,s, the h1edi¢a1'd~partmerit,n;~4<l - al ~-ba6heiorfs. degi~efo;iidiofogtc~[ ______ __ 
teehnolo.gytro.w'NroNeese"State Ut;liv'ersity and 1 o y~ars 6f\ york:1~x-perience-in a,,,rf1;qg~,9'.fs~!li~J1~~Jtp 
ft~ld,$,, }p,, ad~i.tio,,n, - ho,Ids ~Pl '.and ra4iolpgyte9hnigi~n peJ;ti:figatk>gs: 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
IZI Yes □No 
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9.04 Describe what evidence there is that the program administrator has sufficient authority and responsibility 
forthe development and administration of the educational program(s). 
-has the freedom to make decisions about the medical program, especially in regard to selecting 
textbooks and preparing assesment exams in collaboration with the other faculty, 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient') 
k8J Yes D "lo 

CJ.06 Does the program meet the needs of its students and the requirements of the Council. as shown by student 
achievement outcomes which meet or exceed the standards for the following areas: 
(a) Student retention rate of 65 percent (programs> 1 year in len,gth) OR 70 percent (programs S. 1 year in 
lengthp 
k8J Yes D l\o D l\ot Applicable (Data not available.) 

If No, list programs that fall below the standards. 
The retention rate for the medical assistant program, as reprnted on the 2015 CAR, is 46 percent 

(b) Student placement rate of 70 percent') 
k8J Yes D l\o D l\ot Applicable (Data not available.) 

lLVo for either item, does the campus provide a Campus Effectiveness Plan (CEP) that includes an 
improvement plan for this program with data, analysis, and activities to meet or exceed Council 
requirements 0 

D Yes k8j "!o 

If A'o, insert section numbers 2-1-809, 3-1-111, and 3-1-512 in parentheses and explain: 
(Sections 2-1-809, 3-1-111 and 3-1-512): The campus does not provide a program improvement plan to 
improve the retention rate of students in the medical assistant program A general retention plan was 
provided within the CEP, but there was not a plan tailored to the medical assistant program 

9.07 Does the program utilize a variety of community resources to enhance student achievement and potential 
career opportunities') 
D Yes k8J "lo 

If No. insert the section number in parentheses and explain 
(Section 3-1-512(c)): The campus does not maintain evidence of the use of community resources in both 
medical programs. A few resource request forms were made available, having been printed out and signed 
dming the visit, but no further documentation of resources, such as student sign-in sheets or 
communication \Vith a guest speaker or field trip location, was available to support the use of community 
resources. 

9.08 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
k8J Yes D 'Jo 

9 09 Does the program include an extemshipCJ 
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0Yes ~ No (If No, skip to 9.10.) 

9.10 Does the program use independent studies? 
~ Yes D No (If No, skip to 9.12.) 

9.11 Are independent studies used appropriately , and is there a contract signed by the student and the institution 
that meets Counci I standards? 
0Yes ~No 

9.12 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
~Yes 0No 

9.13 Are course prerequisites appropriate , are they identified in the catalog, and are they being followed? 
~Yes □No 

9.14 Is an appropriately detailed syllabus on file for each course that includes the following elements: 
(a) Title and course descriptions ? 
~Yes 0No 
(b) Course numbers? 
~Yes 0No 
(c) Course prerequisites and/or corequisites? 
~Yes 0No 
(d) Instructional contact hours/credits? 
~Yes 0No 
(e) Learning objectives 
~Yes 0No 
(f) Instructional materials and references? 
~Yes 0No 
(g) Topical outline of the course? 
~Yes 0No 
(h) Instructional methods? 
~Yes 0No 
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(i) Assessment criteria? 
l8JYes O'Jo 
G) \fothod of evaluating students? 
l8JYes O'Jo 
(k) Date the syllabus was last reviewed? 
l8JYes O'Jo 
For Title IV participant campuses that lun•e lecture courses in credit /tour programs or clock-to-credit 
hour programs only: 
(l) Out-of-class work assignments that support the learning objectives for the course? 
[8:] Yes D '\Jo D '\Jot Applicable (clock hour program) 
(m)A description of the minimum amount of time a student is expected to spend on completion of the 

work assignments? 
l8J Yes D 'Jo D 'Jot Applicable (clock hour program) 

9 15 Do students confirm that they receive a course syllabus and that it is followed? 
0Yes l8J'Jo 

If l\-'o. insert the section number in parentheses and explain 
(Section 3-1-513(a)): During the visit, students interviewed indicated that they never received the course 
syllabus. The team observed copies of syllabi posted on the classroom bulletin board, but students stated 
that these were placed there 2 days prior to the visit, and the visit occurred during in Week 11 of the tenn. 

9.16 Are the courses available when needed by the student in the nomial pursuit of a program of study 0 

l8JYcs O'Jo 

9.17 Does the campus participate in Title IV financial aid? 
l8J Yes D 'Jo (I/No, skip lo 9.20.) 

9.18 Does the campus's written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the US. Department of Education for Title IV funding? 
l8J Yes D 'Jo D 'Jot Applicable (clock hour programs only) 

9.19 Is there evidence that out-of-class work or the equivalency is being evaluated? 
l8J Yes D 'Jo D 'Jot Applicable (clock hour programs only) 

If Yes, describe the documentation of evaluation vie\ved on site. 
The team saw evidence of students having worked on an out-of-class research project and completed some 
exercises from the end-of-chapters in their text resources. 

FOR ALL VISITS 

9.20 Are the following appropriate to adequately support the number of students and nature of the program 
(a) Facilities? 
l8JYes O'Jo 
(b) Instructional equipment? 
0Yes l8J'Jo 
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( c) Resources? 
~Yes 0No 
(d) Personne l? 
□ Yes ~No 

If Yes for any item, describe how the above items are adequate to support the program(s) : 
ITTte 'i±tldI6a1 d ~p~m~htlebfilr~'ro6£nsi, la15~:-,ncf p,ed'oi1he1 a~e.sta'.tiaatd. lfased bn tli~'si z!b ~f til~t'ctasses; 
and thei ::COntain basic coi)rse neoesshies. 

9.21 Describe how the following elements are appropriately incorporated into the instructional components of 
the program: 

~~v~~~\~t~~$;~1~f~cg1 _______ ~~~;~~~m,;~o· ~rjlrss :p~o~~~-.~~tiu!te#i~~~§J11~u~ff:_as:i~µ~~~:~0#~4~. _____ _ 
reithooks:· instructiona1::eqi:hpment Doiiise ·syttahi:ru:e:~evrewed'.:atleast!:aruiiiaJii:• R~ommendaHons:~e 
f offi~:rued tdJh~ .. ~~~r&, aii~to~/ltia:~h~f insn:ffiti qn•g1 !eher<il .. ftl'afiiigerfa'.r;;m1~l:'~~p~oi at illid 
illipl~tn¢nt~Shij 

Well-defined instructional ob· ectives. 
. "·, ... ,. ~ ·,:e . . - . 

(c) Theselec tion anduse of appropriate and current learning materials. 
!rhe textbhoks durr:~ntly be1ng tised \u:etip.:.to-date and incfode the n:ew'techrihlogy uses .and 'ad--$ances:·in 
iheJ1ealthcarefieid~ 
(d) Appropriate modes of instructional delivery. 
lnstrocto_rs 'p'.rovi:~e students with standard,, learning: eipeq;~11c,;~ tiqtJg!l,),~qt~~~i.,,,,s,9qJ;~timi~\1~1.l}g 
l;lg~~\~9!llli, 8PJt4¢PJ.P!'S,t.tA!\9l}S,;_ witU ,¢\! qiy~l,Jpe,ql!)~us_l 
(e) The use of appropriate assessment strategies. 
~ro~at.1,1, cptu,;f~S ~Muire;,'&tQden~ tp 9emonsgp.te their Jmo}Mled,ge and,$iµUsJ hr9u;gh qi1j.zzes,,.ll9me~9rk; 
and inarticip'ationin labs! 
;,;\1;.,;), :t' :,:1; :,; .,:,· ;; - .::· ««;;{<~.,,;;;«;; ::~; ;«· -<«,.:;: 
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(f) The use of appropriate experiences . 
(Seetiili1·:tl:1~532(f)):itrhl pi&,i?aih!i'ao .. nbfihclb'.l:ieth'.e'us~ of a:pptopri'ate.eip~rlci'ne~lhec~u~~tti'.~teriat:s 
and eqifrpmentsuch as anEK(fma:chinbaod;:phlebotomy-:item.s, as previouslynotedt arepotsu.ffi.cient fo~ 
st:Ud~nts'"to h:Y. -~bieto ¢nga:gyJn the pnf~tice and fuastery"o£,s:ome required skills and 2omp~tehcieS;. 
plectrocardi9gr.aphy {EKG):fs noted hi. the course descri11tion for,~24:0 :M;~dica! Procedui:~s,11. but 
yYor,l<l,rtg wi thAlfe EKG tna6bipe i .s :rtot included as art e"'peti e.n c~JnJh ~ MJ)24Q __ 9ogr$,~ .syll~!Ju~J~oaus~,,tlfe, 
eamp.· usl1oes:·nof have,an EKG machine thatis,fu worlcin<r order: 
•··•·•'·•··•···· ··•·····•••··•····w ........ w ... ·••·•·'•••····•····•'·•·••···••····•'·•·w. ... •'·•··••····m••·····•'••·'••·········•'·•·•·•"•'•'••·•·'••··•"··••'·•·"'···•'••·"··•···•·•'·•··•••···•·'••····°' ·•···•·•'·······•···•'••···••• 

FORNONDEGREEPROGRAMSONLY 

9.22 Is there an adequate core of full- and/or part-time faculty to ensure sound direc tion and conti nuity of 
development of the educa tional programs? 
i:gi Yes D No 

FOR NONDEGRE E PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.23 Are all faculty assigned to teach in no more than three fields of instruction , with no more than five 
preparation s? 
i:gi Yes D No 

FOR NONDEGRE E PROGRAMS, OCCUPATIONAL ASSOCIATE'S , ACADEMIC ASSOCIATE 'S, 
AND BACHELOR'S DEGREES ONLY 

9.24 Do the faculty members' qualificati ons meet the minimum requirements outlined in the Accreditation 
Criteria , and are their qualification s academically and experien tially appropriate to the subject matter 
they teach and the level of the credential awarded? 
D Yes i:gi No 

9 .25 Is the size of the faculty appropria te to the total student enrollment? 
i:gi Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEI\fiC ASSOCIATE 'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 
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9.26 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development of the program? 
[><JYes D~o 

FOR :S-ONDEGREE PROGR~,IS A:S-D OCCLPA TIO:S-AL ASSOCL~ TE'S DEGREES ONLY 

9.28 Are teaching loads reasonable? 
[21 Yes D ~o 

9.29 \Vhat is the current student/teacher ratio? 
The current student/teacher ratio in the medical assistant program is 1 l and 9:l in the NA/PCA program_ 

9 30 Is the current student-teacher ratio reasonable for the mode of deliven-' and course content? 
[21 Yes D ~o -

FOR OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9 JI 

9 
,, ,_ 

9 ]] 

9 34 

9_ 

Is the number of hours required to complete the occupational associate's degree at least 60 semester 
hours, 90 quarter hours, 1800 clock hours, or their equivalent, earned over a period of four semesters, six 
quarters, or their equivalent? 
[><JYes D~o 

How docs the curriculum quantitatively and qualitativdy approximate the standards at other collegiate 
institutions offering the same degree? 
The curiiculum for the medical assistant program is similar to that of the Manhattan Institute of Allied 
l\:Iedical Training; however, for comparison purposes, most institutions do not offer a combined nurse 
assistant and patient care aide program 

Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
D Yes D \lo IZ] l\ot Applicable (no students in the second year) 

Are the second-year courses based upon appropiiate first-year prerequisites? 
[><JYes 0'-!o 

PROGMM EVALllA TIO:S-
Occupational Associate's Degree in Business Administration/Computer ApJllications/Accounting 
Occupational Associate's Degree in Computer Support Specialist 
Occupational Associate's Degree in Small Business Management 

FOR ALL PROGRAMS 

9.01 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes [21 ~o (!(No, skip lo 9.02) 
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9.02 Who is assigned to administer the academic program(s) listed above, and what are this person ' s 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
[8]Yes □No 

Page 52 of 65 

9.04 Describe what evidence there is that the program administrator has sufficient authority and responsibility 
for the develo ment and administration of the educational rooram s . 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
[8]Yes 0No 

9.06 Does the program meet the needs of its students and the requirements of the Council , as shown by student 
achievement outcomes which meet or exceed the standards for the following areas: 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs :'.S 1 year in 
length)? 
D Yes [8] No D Not Applicable (Data not available .) 

If No, list programs that fall below the standards. 
The Occupational Associate's Degree in Business Administration/Computer Applications/ Accounting 
reported a retention rate of 57 percent, and the Occupational Associate's Degree in Small Business 
Administration reported a 50 percent rate. 

(b) Student placement rate of 70 percent? 
[8] Yes D No D Not Applicable (Data not available .) 
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If ,Vo for either item, does the campus provide a Campus Effectiveness Plan (CEP) that includes an 
improvement plan for this program with data, analysis. and activities to meet or exceed Council 
requirements? 

OYes C><l"lo 

If No. insert section numbers2-l-809, 3-1-111, and 3-l-512in parentheses and explain 
(Section 2-1-809, 3-1-111 and 3-1-512). There are no program improvement plans for these programs in 
the CEP. No activities were found that reflect that improvement activities were fonnulated that would 
assist in raising retention percentages 

9.07 Does the program utilize a variety of community resources to enhance student achievement and potential 
career opportunities') 
D Yes C><J "lo 

If No, insert the section number in parentheses and explain 
(Section 3*1*512(c)): The three occupational associate's degree programs do not utilize a variety of 
community resources to enhance student achievement and highlight potential career opportunities. The on­
site team was verbally provided with a description of numerous field trips by the business program in past 
tenns and one guest speaker for the IT programs. When the team requested documentation as evidence, the 
only item that was provided was a field trip request form, which was printed during the visit. The campus 
does not maintain documentation of community resources; therefore, the team was unable to verify these 
activities. 

9.08 Docs the catalog and/or other advertising material such as brochures and web site, accuratdy describe the 
program and its objectives') 
C><J Yes D "lo 

9 09 Does the program include an extemship? 
D Yes C><J "lo (//No, skip lo 9. 10.) 

9.10 Does the program use independent studies? 
D Yes cg] ~o ((fNo, skip to 9.12.) 

9.12 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
C><J Yes D "lo 

9 13 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed') 
D Yes C><J "lo 

If No, insert the section number in parentheses and explain 
(Section 3-1-513(b)): Course prerequisites are not being appropriately followed. There are two courses 
being offered concurrently in the current term in two class sessions. 

A:;: 6 ~,.m .• IT 20~ N~lw~-i-rk Conc<t1ptl< (2 ,c1tt,..<l_it h{)Lff~) a:nd Ir :2(t6 W irtfos..s Loe.al Ar~a. Netv .. orkl> (2 ..:::rti:.hl 
hfmn,} art: tl~le-d 0[\ the :::.thedule in t~:i,e ~rune t ·~a~~l'-1.)ot'!l 2nt. -Hated dmfog th.~ f:cn-S,-lte l~:itt>,·1Aew 
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9.14 Is an appropriatel y detailed syllabus on file for each course that include s the following elements : 
(a) Title and course description s? 
l:8J Yes D No 
(b) Course number s? 
l:8J Yes D No 
(c) Course prerequisites and/or corequisites? 
l:8J Yes D No 
( d) Instructional contact hours/credits? 
l:8J Yes D No 
(e) Leaming objectives 
l:8J Yes D No 
(f) Instructional materials and references? 
1:8J Yes D No 
(g) Topical outline of the course? 
l:8J Yes D No 
(h) Instructional methods? 
i:8J Yes D No 
(i) Assessme nt criteria? 
l:8J Yes D No 
0) Method of evaluating student s? 
l:8J Yes D No 
(k) Date the syllabu s was last reviewed? 
l:8J Yes D No 
For Title IV participant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour program~ only: 
(I) Out-of-cla ss work assignments that support the learnin g objectives for the course? 
l:8J Yes D No D Not Applicab le (clock hour program) 
(m)A description of the minimum amount of time a studen t is expected to spend on completion of the 

work assignments? 
l:8J Yes D No D Not Applic able (clock hour program) 

9. 15 Do stud ents confirm that they receive a course syllabu s and that it is followed? 
D Yes l:8J No 

If No, insert the section numb er in parentheses and explain : 
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(Section 3-1-513(a)): Detailed syllabi are not made available to each student enrolled in a class. During the 
on-site visit, students, faculty, and administration stated to the team that students are not provided with 
syllabi for classes. A single hard copy of syllabi is physically posted in the classroom where a course is 
being taught Some instructors use their personal equipment and/or monetary resources to reproduce 
syllabi for students Students requesting a hard copy of syllabi are directed by the administrative staff to 
read the posted syllabi. Syllabi are not posted online. V/hile the team was on site, the campus director 
informed the team of the intent to e-mail syllabi to students at the start of the October tenn. 

9.16 Are the courses available when needed by the student in the nornrnl pursuit of a program of studyc1 
l3J Yes D '\Jo 

9_ 17 Does the campus participate in Title IV financial aid" 
l3J Yes D '\Jo (1/lio. skip 10 9.20.) 

9.18 Does the campus's written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition ofa credit hour as defined by the US. Department of Education for Title IV funding" 
l3J Yes D '\Jo D '\Jot Applicable (clock hour programs only) 

9.19 Is there evidence that out-of-class work or the equivalency is being evaluated? 
l3J Yes D '\Jo D '\Jot Applicable (clock hour programs onlv) 

If Yes, describe the documentation of evaluation viewed on site. 
The students and faculty were interviewed and presented evidence of assi,bmed and !:,.'Taded homework for 
the current term, and its inclusion in the instructor's gradebook Additionally, some of the assignments 
were also listed in the syllabi 

FOR ALL VISITS 

9.20 Are the following appropriate to adequately support the number of students and nature of the program 
(a) Facilities? 
ISJYes O'\Jo 
(b) Instructional equipment" 
l3J Yes D '\Jo 
(c) Resources') 
ISJYes O'\Jo 
(d) Personnel? 
l3J Yes D '\Jo 

If Yes for any item, describe how the above items are adequate to suppo11 the program(s) 
Programs are supported by recent upgrades to the computer lab for hardware and sofnvare. The business 
and IT programs have adequate facilities, instructional equipment, resources, and personnel to support both 
day and evening classes. 

9.21 Describe how are the following elements appropriately incorporated into the instructional components of 
the program 
(a) Systematic planning. 



VER September 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 56 of 65 

The school utilizes a single program advisory board as well as weekly faculty meetings. The campus 
director requests review of the curriculum and teaming materials each quaner. 
(b) \Veil-defined instmctional objectives. 
(Section 3-1-532(b)): The programs, as published in the catalog and course syllabi, do not include learning 
objectives for each course that evidence measurable student learning outcomes, and the learning objectives 
are not \veil defined. An IT example is for IT102 \,fS Applications and Certification, \vhich has terminal 
objectives as follows: (1) about certification test and exams; (2) how to prepare for certification test and 
exams· (3) about resources available; and ( 4) about using the computer during testing. Enabling objectives 
are as follows: (1) accomplish objectives through text-based lectures; (2) accomplish objectives through 
practical use ofa computer; (3) take pe1iodic quizzes and tests to measure achievement; and (4) become 
more proficient in using a computer. 

A business course example is BUl 17 Ethics, which lists terminal objectives as follows: (1) why and how 
the law changes and where ethical issues sutface; (2) ln what manner the law and ethics affect business 
decisions; and (3) how to identify legal and ethical dilemmas in business. The enabling objectives listed 
are: (l) accomplish A, Band C through textbook instruction, lectures, daily exercises, and one w1itten 
paper on ethics and business; (2) be given tests periodically to evaluate the achievements of the objectives; 
and (3) use school virtual and local libraries to complete vvritten report. 

These objectives are generic and lack the ability to adequately measure course outcomes \Vhich hinders the 
assessment of student progress and do not adequately provide for student demonstration of the mastery of 
necessary content to complete the course or the program of study. 

( c) The selection and use of appropriate and current learning materials. 
The learning materials are appropriate for the course offerings. The school subscribes to the Cengage Gale 
Academic One File database which is focused on business, health and wellness and contains a core 
collection of articles in physical sciences, technology, medicine, social sciences, the arts, theology, 
literature and more. 
(d) Appropriate modes of instiuctional delivery 

The primary mode of instructional delivery is face-to-face classroom instruction through lectures. 
(e) The use of appropriate assessment strategies. 
Leaming is assessed by using a variety of measures, such as examinations that measure comprehension, 
written exercises that measure critical thinking and creativity, laboratory exercises that measure the 
students' understanding and ability to apply what has been learned. 

(Section 3-1-532(e)): There is not an appropriate use of the final exam as an assessment however, 
a review of the current term syllabi shows an evaluation and grading breakdown as follows major tests 
30 percent; quiz 5 percent; homework 15 percent; and 50 percent final examination There are two 
assessment strategy deficiencies: ( l) the value placed on the final examination is currently 50 percent 
which is a very high value for a single assessment, a value ofno more than 30 percent on a single graded 
element is more appropriate for assessment of student learning outcomes; and (2) the ability to exempt 
the honor program students from their final week of class precludes them from showing their mastery of 
the materials presented during each course. 
(f) The use of appropriate experiences. 
The instructors augment the assigned course materials with personal work examples and exposure to 
certification examination requirements to prepare students for entry into the workforce. 
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FOR 'iONDEGREE PROGRA'.\IS ONLY 

9.22 Is there an adequate core of full- and/or part-time faculty to ensure sound direction and continuity of 
development of the educational programs•) 
[2l Yes D "lo 

FOR 'iONDEGREE PROGR<\.'.\lS A'iD OCCLPA TIO'iAL ASSOCIATE'S DEGREES ONLY 

0.23 Are all faculty assigned to teach in no more than three fields of instruction, with no more than five 
preparations'/ 
[2l Yes D '\Jo 

FOR 'iONDEGREE PROGRA'.\IS, OCCl!PATIO'iAL ASSOCIATE'S, ACADE'.\HC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9.24 Do the faculty members' qualifications meet the minimum requirements outlined in the Accredi1atio11 
('riteria, and are their qualifications academically and experientially appropriate to the subject matter 
they teach and the level of the credential awarded? 
OYes [2l'lo 

IfA'o, insert the section number in parentheses, list th-· · rse, and explain 
(Section 3-3-302(b)(c)~: The team coul~ not v~rify i is qualifie? to_ teach l'.is assigned 
course 1s currently teachmg BU113 Personne anagement, which 1s a busmess course, 
but the official transcripts for his bachelor's degree in political science and JD, both from West Virginia 
University, were not available for the team to rcviev1,; therefore, his qualifications to teach the course 
could not be verified. 

9 25 Is the size of the faculty appropriate to the total student enrollment? 
[2l Yes D '\Jo 

FOR OCCl!PA TIONAL ASSOCIATE'S, ACADE'.\IIC ASSOCIATE'S, BACHELOR'S, A'iD 
MASTER'S DEGREES O'iLY 

9.26 ls an adequate core of full- and pa11-time faculty employed to ensure sound direction and continuity of 
development of the program') 
[2l Yes D '\Jo 

FOR 'iONDEGREE PROGRA'.\IS A'iD OCCTPATIO'iAL ASSOCIATE'S DEGREES ONLY 

9.28 Are teaching loads reasonable? 
[2l Yes - D '\Jo 

()_29 What is the current student/teacher ratio') 
The current student/teacher ratio is 2: l in the Occupational Associate's Degree in Business Administration/ 
Computer Applications/Accounting, Occupational Associate's Degree in Computer Support Specialist, and 
Occupational Associate's Degree in Small Business :Management programs. 
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9 30 Is the current student-teacher ratio reasonable for the mode of deliverv and course content') 
1:21 Yes D 'Jo -

FOR OCCLIPA TIONAL ASSOCIATE'S DEGREES ONLY 

9 31 Is the number of hours required to complete the occupational associate's degree at least 60 semester 
hours, 90 quarter hours, 1800 clock hours. or their equivalent, earned over a period of four semesters, six 
gua11ers, or their eguivalent') 
1:21 Yes D 'Jo 

9 32 How does the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree') 
The curriculum and syllabi for the three programs aligns with other collegiate programs. 

The occupational associate's degree in Business Administration/Computer Applications/Accounting was 
compared to a similar program at National College. 

The occupational associate's degree in Computer Support Specialist was compared to a similar program at 
Miami-Jacobs Career College. 

The occupational associate's degree in Small Business Management was compared to a similar program at 
Southern New Hampshire University 

9 33 ls enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes') 

C8J Yes D \lo D l\ot Applicable (no students in the second year) 

9 34 Are the second-year courses based upon appropriate first-year prerequisites') 
i:21Yes 0:-Jo 

COI\IMENDA TIONS: 
The student council has a designation room where they help students to rent out donated textbooks for $20.00 and 
return them in good shape for $10.00. While the team was on site the student council sponsored a breakfast as a 
fund raiser. The funds raised are used to help defer costs of cap and gowns. 
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Business 
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Applications 
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Data Integrity Review Table 

Table 1: Placement Rates 

Occupat ional 
Associate ' s 

Occupational 
Associate ' s 

Occupational 
Associa te ' s 

Occupat ional 
Associa te ' s 

Diploma 

Diploma 

Diploma 

Totals 

2 

1 

3 

3 

l 

2 

2 

14 

0 2 

0 1 

0 1 

1 2 

1 N/A 

1 

2 N/A 

5 7 

N/A N/A N/A N/ A 

N/A N/A N/A N/A 

N/A N/A N/A N/A 

1 N/A N/A N/A 

N/A 0 0 

N/A 1 

1 0 0 

2 3 1 1 

*Each heading refers to graduates. 
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2 NIA 

1 N/A 

1 N/A 

2 100% 

0 0% 

100% 

0 50% 

7 60% 

**(Verified as Placed Through PVP) + (Verified as Placed On Site)-=-(Reported as Placed by 

School) x 100 

Table 2: Licensure Pass Rates - Not Applicable 

14. Data Integrity Review 
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FOR RENEWAL OF ACCREDITATION ONLY 

QUESTIOI\S FOR PLACEv!EI\T (TABLE I) 

Page 60 of 65 

14 1 Describe any discrepancies or pertinent information uncovered from the PVP report, and insert the section 
number in parentheses. (Refer to Table l for examples.) 
The campus submitted two placements to the PVPthat had been made between January and June 2016. 
Both placements were verified by the employer and the team agreed with the verification. 

14 2 Describe any discrepancies or pertinent information uncovered during on-site placement verification, and 
insert the section number in parentheses. (Refer to Table 1 for examples.) 
The team reviewed the placement information available for the 2016 CAR period, which was unofticial 
as it had not yet been submitted to ACICS as the on-site visit occurred prior to the November l, 2016, 
CAR submission deadline. The campus provided information on three placements in addition to the t\vo 
placements that had been submitted to the PVP. The team placed calls to all three additional graduates 
with one sucessful contact that confirmed placement. The team also reviewed and verified 
documentation for seven placement waviers, six of which were for continuing education and one was for 
health reasons. Documentation available included letters of acceptance from the schools at which the 
graduates were continuing their education and a doctor's note for the graduate who was unavailable for 
placement due to health reasons. 

14 3 If there were no successful contacts by the on-site team, insert '·Section 3-1-303(a)" in parentheses and 
explain: 
The team had one successful contact as a result of the three calls placed to graduates while the team was on 
site. 

QUESTIOI\S FOR LICE>!SLRE (TABLE 2) 

l 4.4 \Vas the team able to ve1ify licensure pass rates for all programs that require licensure in order to obtain 
employment in the state where the institution is located? 
D Yes D >lo [5<J >lot Applicable (Skip lo J./.6.j 

14 6 Summarize the data including placement and licensure rates, where applicable. 
Based on the information provided to the team, which is unofficial until the submission of the 2016 CAR, 
the team was able to verit~1 three of the five reported placements, a verification rate of60 percent of the 
graduates. The infom1ation reported indicates that, if all the placements had been successfully contacted 
and verified, the campus \Vould have program placement rates of 100 percent, with the exception of the 
nurse assistant/ patient care aid program, which has a placement rate of zero (0) percent. The program 
had three graduates, one of which was unavailable for placement_ and the other two listed as not working. 
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SU:VIIVIARY 

Based on the team's review, the following areas require an explanatory response 

Number Section Summarv Statement 
1 2-1-809, 3-1-111 The CEP does not contain program improvement plans for programs with 

and 3-1-512 retention rates that are below Council standards ( pages 46 and 53 ). 
2 3-1-111 The CEP does not evaluate the level of student satisfaction for campus 

effectiveness (page 7) 
3 3-1-112 The campus does not evidence that periodic progress reports are 

completed to ensure and document the completion of activities listed in 
the CEP (page 8) 

4 3-1-202(a) The campus does not place emphasis on the efficiency and effectiveness 
of the overall administration of the campus (page 11). 

5 3-1-202(b) The campus does not maintain documentation of the evaluation of staff 
members (page 10). 

6 3-1-303(a) Adequate records are not maintained by the campus relative to 
administrative operations (page 12) 

7 3-1-303(!) Student records are not adequately protected from water damage (page 
13) 

8 3-1-400 The campus does not reflect the highest ethical standards in its relations 
\Vith students (page 14). 

9 3-l-412(a) The campus docs not maintain documentation that demonstrates that it 
monitors its admissions and recruitment personnel (page 16). 

10 3-1-413 The campus does not notify students as to the transferability of credits in 
the articulation agreement with Salem International Lniversity (page 18) 

11 3-1-422 and The institution does not document compliance with its SAP policy (pages 
Annendix D 19 and 20) 

12 3-1-433 The campus is not following its stated refund policy (pages 22 and 23). 

13 3-1-512(c) The campus does not maintain evidence that a variety of community 
resources is utilized to enhance student enrichment and potential career 
opportunities (pages 39, 46, and 53 ). 

14 3-1-5l3(a) Students do not confirm receipt of course syllabi (pages 40, 41, 48, and 
55) 

15 3-1-513(a) and The learning contracts for independent study courses are not complete 
Glossarv (pages 39 and 4 7) 

16 3-l-513(b) Course prerequisites are not being followed (pages 40, 53, and 54). 

17 3-1-531(a) The campus does not provide appropriate instructional equipment, 
resources and personnel for the medical assistant and nurse 
assistant/patient care aide programs (pages 49). 

18 3-1-532(b)(e) All of the educational programs do not include well-defined instructional 
objectives and the use of appropriate assessments (pages 42, 43, 50, 56, 
and 57) 
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19 3-1-532(c)(t) Some of the academic programs do not include the use of appropriate 
experiences and learning mate1ials (p_~ges 42 and 50). 

20 3-1-542 Official transcripts are not maintained for all credentials that qualify 
faculty members to teach their courses (page 27). 

21 3-1-60 I The equipment of the educational programs is not appropriate (page 30) 

22 3-1-701 and The campus does not provide a copy of the catalog to all students (pages 
Annendix C 22and31) 

23 3-1-703 and The campus does not document compliance \Vith Council standards for 
Annendix C advertisinl.!: (pages 33 and 34). 

24 3-1-800(1) Training has not been provided to students and faculty on how to use the 
campus's library resources (paues 35 and 36). 

25 3-2-104(c) and 3-3- Some faculty members are not qualified to teach their assigned courses 
302/a)(b)(c) (oages 28, 29, 50, and 57) 

26 3-3-203 The paralegal program does not qualitatively approximate the standards 
at other institutions offering the same deuree (paue 45) 
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REC0\11\IEI\DATIOI\S 

Any recommendations pro1·ided ill this report are not inc//fded ill the report see11 h_.v the ('01111(.:il: 

Student Relations: 
The team recommends that the campus maintain a database/spreadsheet for student's accounts. This would help 
minimize administrative errors. 

Puhlic·atim1s: 
The team recommends revising the commercial in which a graduate indicates that "Not only did [WVBC] help me 
with my defaulted loan but . ·, in order to clarify the intent of the statement - thatthe campus provides loan 
counseling and planning for students, not that the campus would be able to help the student pay off the loan. 

The team recommends spelling out on the otficial student transcript what "WP'" and "WF" mean, more 
specifically, in regards to course \vithdrawals. 

Fducaflon: 
The faculty would benefit from an elaboration of the schedule of materials covered in the weekly schedule. This 
would enhance tools provided to faculty and help with the accomplishment oflearning objectives. 

The team recommends that the campus conduct a full review of the course numbering system for the programs. 
The courses that must be taken after other courses should have a higher number sequencing than lower level 
courses 

When updating course learning objectives, the team recommends using Bloom's taxonomy, which is a commonly 
accepted methodology to categorize and properly align levels of learning \vith the educational requirements of 
each course Bloom's hierarchy contains six categories of cognitive skills: knowledge, comprehension, application, 
analysis, synthesis and evaluation. As students learn, they start \Vith the knowledge level (examples are describe, 
recognize, name, relate, list, etc.) and then progress through the hierarchy The upper level second year courses 
\vould need skills at a higher level than introductory or basic skill courses. The Bloom's taxonomy provides a list 
of measureable verbs that would assist in writing specific course objectives and help in the assessment of learning 
outcomes .. Many free examples are available on the Internet. 
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STUDENT SURVEY 

Please find below the results of the Student Surveys issued to several students while the team was on-site. 
Please note that these results are aggregated and are not distinguished by individua l. 

Survey Report 
Generated: September 28, 2016 
ACICS ID: 00010868 
Surveys Between : 
September 12, 2016 and September 13, 2016 

A.01. Prior to enrolling in this institution, have you attended any other 
college or inst itution of higher learning? 

A.02 . If you had transfe r credits , did your admissions representative 
descr ibe the transfer of credit policies and procedures accurately ? 
(Select NIA if no transfe r credits ) 

A.03. Did your admissions representative accurately describe the 
enrollment process regarding available courses and programs of study? 

A.04 . Did your admissions representative accurately describe student 
serv ices o'ffered by the ins1it1..ttion? 

A.05. Dfd your admissions representati ve accurately describe the tu ition 
and fees assoc iated with your program of study? 

A.06. Did you rece ive a cata log or were you provided access to one 
during the enrollment process? 

A.07 . Did the catalog accurate ly portray programs, serv ices and policies 
of the institution? 

A.08 . Was the information provided during enrollment sufficient for you to 
make your decision? 

A.09. Did you feel pressured into making the decision to enroll? 

8.01 . Do you receive fede ral financial aid? 

8 .02. Are you aware of your fede ral financial aid loan repayment 
obligations? (Select N/A if no loan repaymen t obligat ions) 

C.01. Are your instructoffi available to provide additional help, if needed? 

res 

No 

Ye.s 

No 
N/A 

Yes 

No 

Yes 

No 

Yes 

No 

Yes 

No 

Yes 

No 

Yes 

No 

Yes 

No 

Yes 

No 

12 

1 

9 

8 

6 

6 

8 

u 

l3 
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C.02. Are the learning resources and lab equipment/supplies adequate 
for your program of study? 

C.03. Were textbooks available when you started classes? 

C.04. Were the out of class activities sufficient to help you achieve the 
course objectives? (Select NIA if no out of class activities have been 
assigned) 

D.01. Overall, I am satisfied with the quality of education I am receiving_ 

0.02. I would recommend thi.s institution to others . 

Ye$ 

No 

Yes 

No 

Vts 

No 

NIA 

Asrte 

Disagree 

Neutral 

JIBree 

Disagree 

Neutral 
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October 13, 2016 

Ms. Julie Magers 
Campus Director 

Evaluation Team Report-RENEWAL OF ACCREDITATION VISIT .REPORT 
ID for Campus Visited: 000 I 0484 

Main Campus ID'. 00010484 
Staff Contact: Ms. Katie Monison - Phone: (202) 336-6783 

Application ID: 66343 

VISIT RESPONSE DUE DATE: October 24, 2016 

West Virginia Business College 
1052 Main Street 
Wheeling, WV 26003 
aci cswhg@wvbc .edu 

Dear Ms. Magers: 

A copy of the report prepared by the Council's evaluation team that recently visited your institution is attached . 
The Council invites you to respond to this report in two ways before .it takes formal action on your institution's 
application for accreditation. First, please acknowledge that you have received and read the report and 
include any comments about the report or the visit by uploading your acknowledgment and comments in 
tJ1e ouUne application :md selecting the label "Acknowledgment of Visit Report. " Second, please submit 
your response to the findings in the report via your on line application und er "Citations ." The Council offers the 
institution ten days to formally respond to the report ; therefore, your response should be uploaded by the date 
indicated above. 

We took forward to receiving your response . You will be notified in writing of the Council ' s decision 
following its next meeting. 

Visit Response 
Your response should pertain to the findings notated in the report or letter. The following infonnation 
provides suggestions for developing your response. Please include information on any significant changes 
that have taken place at the institution since the site visit. 

Web-Based Submission of Campus Response 
ACICS has imp lemented a web-based submission process for all visit responses . The response to each 

finding must be uploaded under the application ID number associated with the visit (this is noted on the 

cover page of the team report) . Each finding must include a narrative and supporting documentation (if 

applicable). If supporting documentation covers more than one finding, the campus is required to duplicate 

the documentation and upload it in eac.h finding. Submission of a current catalog need only be uploaded 

750 Forst S.re.et, l,E , Suite 900 ...... ~Shlr>\JIC'~ 0G .'0002-422:) et - .102.336,6700 • t • 202 ,842.2'59'.j • .//WW aC":S orq 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



once and only if referenced in the response. If you have any questions, please send your inquiry to Linda 

Lundberg at llundberg@acics .org. 

Process: 
Once the campus logs on to the ACICS membership website, go to the ''In Process Applications " heading, 

select the application name and 1D. The campus will then click either ' 'Citation Documents" and upload each 

response document as described below. (Please see the attached "Preparing the Institutional Response" for step­

by-step visual instiuctions on how to upload your response into your institution's Member Center Account.) 

IMPORTANT : Document Labels 
The institution may name the document any appropriate file name. However, each document 
must be labeled with the corresponding 'Document Type.' 

Example: the document type submitted to satisfy response: 
Finding 1 Narrative task must be labeled Naa-qtive I . 

If a campus needs to submit multiple pieces of information to support one citation response, this information 
should be combined into one document prior to uploading. Note: The capacity size for each upload task is 
100MB, if this combined document exceeds this limit, then the campus may separate the document and upload 
each of these documents separately with different file names, as long they are labeled with the correct 
''Document Type." 

Response Tasks 
Below is the format for how the listing of"Document Type " will appear once the document is uploaded . Each 

visit type will have a standard amount of visit Response tasks. Upload your response document and label each 

one accordingly. Ignore tasks that exceed your response requirement. 
Narrative 1 
Supporting Document 1 

Narrative 2 
Supporting Document 2 
Narrative 3 

Supporting Document 3 

Responses should be professional in appearance. The responses should be paginated and well-organized to 
ensure a complete and sufficient review. 

Sincerely, 

Linda J. Lundberg 
Accreditation Content Editor 
Accreditation and Institutional Development 

Attachments 
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b)(6) 

---------------------------------

RENEW AL OF ACCREDITATION VlSIT REPORT 

WEST VffiGINIA BUSINESS COLLEGE 
1052 Main Street 

Wheeliug, West Virginia 26003 
ACJCS JD Code: 00010484 

Ms. Julie Magers, Campus Director Gmagers@wvbc.edu) 
(acicswhg@wvbc.edu) 

September 14-16, 2016 

Chair Campus Compliance Director 
(Retired) 

Student-ReJations Specialist Everest University Online 

Educational Activities/Data Lincoln Technical Institute 
Integrity Reviewer (Retired) 

Computer and Business Specialist Baker College 

Medical Specialist Berkeley College 
New York 

Paralegal Specialist Attorney (Retired) 

Surgical Technology Specialist Malcom X College-City Colleges 
of Chicago 

Staff Representative ACICS 

Coppell, TX 

Franklin, TN 

Yardley, PA 

McLean , VA 

East Elmhurst, 
NY 

Lawrence, KS 

Chicago, IL 

Washington. 
DC 
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CREDEI\TIAL ACICS 
EARI\ED CREDEI\TIAL 
Specialized Occupational 
Assoc Degree Assoc1:1te · s 

Specialized Occupational 
Assoc Degree Associate· s 

Specialized Occupational 
Assoc Degree Associate· s 
Specialized Occupational 
Assoc. Degree Associate· s 

Specialized Occupational 
Assoc. Degree Associate· s 

Spec1ahzed Occupational 
Assoc Degn,x: Associate· s 
Diploma Diploma 

Diploma Diploma 

Diploma Diploma 

Diploma Diploma 

Diploma Diploma 

Diploma Diploma 

TOTAL 
E'IROLLMEI\T 

CAMPLS RETEI\TIOI\ (%) 

PROGRA\IS OFFERED BY 
WEST VIRGI:\IA Bt:SINESS COLLEGE 

WHEELING, WEST VIRGINIA 

Enroll: 
Full-

APPROVED Clock/ time/ 
PROGRA\I Contact Qtr. Part-
TITLE Hrs. Hrs. time 
Business 1128 96 3/0 
Administration/ 
Computer 
Appl 1cation/ 
Accounting** 
Computer 1128 96 7 I0 
Support 
Specialist 
Surgical 1128 96 I 010 
T echnolo.t.;,· 
~urse 1128 96 ]I0 

Ass1 stant/Patient 
Care Aide 
Office 1128 96 1210 
Administration/ 
Parakgal 
Small Busmess 1128 96 3/0 
\fanagemcnt* 
Secretarial )76 48 010 
Science/ 
Executi, e 
Secretary# 
Secretanal 56➔ 48 1/0 
Sc1encc/Lcgal 
Secn:tary ** 
Computer .'i6➔ 48 010 
Application/ 
Accounting# 
'vkdical 70.'i 60 1410 
Assistant 
Adm1nistrati,e 70) 60 010 
Assistant* 
Bus111css )76 48 110 
Administration/ 
Accounting * * 

)4/0 

64 CA\IPllS PLACEMEI\T (%) 
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CAR 
Retention & Placement (0/4,) 

2015 2014 

Ret. Pia. Ret. Pia. 
68 100 67 100 

82 100 67 !\IA 

56 88 70 83 

71 !\IA 88 !\IA 

69 !\IA 61 100 

83 100 !\IA !\IA 

100 I\IA 100 I\IA 

67 I\IA 100 I\IA 

'IA I\A l 00 l 00 

60 100 I\IA 100 

'II A I\IA I\IA I\IA 

'II A I\IA I\IA I\IA 

I 94 
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Notes: Typed in bold are any retention rates below 6~ percent (programs > 1 year in len1:,rth) or 70 
percent (programs :S 1 year in length) and any placement rates below 70 percent. 

Program with no enrollment 

• The Administrative Assistant program is currently enrolling students as of 8/ 15/ 16. 

Program will be discontinued. and a program termination application submitted to ACICS, once 
the last graduate has completed his/her program. 

• The Business Administration/Computer Applications/Accounting program has three 
remaining students in the program who are taking core classes. 

• Business Administration/Accounting has one remaining student working to complete 
non-core courses_ 

• Secretarial Science/Legal Secretary has one remaining student taking a legal course who 
will be graduating at the end of the September quarter. 

# Program has been discontinued in the past, and the campus is in the process of submitting 
program termination applications to ACICS for these programs. 
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l'iTRODUCTION 

West Virginia Business College (WVBC) was established in 1881 in Clarksburg, West Virginia, as Elliot 
Commercial College, which was focused on railroad operation as that was the primary industry at the time. fn 
"191 I the coHeg:e adopted its current name and focused preparing: students for small, one-owner businesses. 
From 1881 to 1989the college remained in the Clarksburg area offering courses on small business 
management and secretarial sciences.. In 1972 the coHege began offering associate degrees along whh 
diplomas, adding medical assisting, computer sciences, and paralegal programs to its offerings, In 1989 a 
branch campus was added in Wheeling, West Virginia, but since the demand in Wheeling was so great, the 
board of directors named the Wheeling campus as the main camp-us and the Clarksburg camp-us as the branch 
campus, The campus is currently located in a mu!ti~level building on Main Street in \\Theeling, West Virginia, 
offering on-ground diploma and occupational associate• s degrees. The institution has no learning sites. 
WVBC is a member of the AC!CS Century Club as it has maintained its accreditation since 1912. 

On the day of the visit there were 54 enrolled students, and the 2015-2016 Campus Effectiveness Plan (CEP) 
indicates a student population from the Wheeling area that ls 78 percent female, with most students caring for 
children at home and working while attending school. Over 95 percent of the student body received need­
based federal financial aid during the fall term of 2014. 

The team found the faculty, staff, and students to be friendly and engaged. Ms. Julie Magers is the campus 
director, and she has been in the position since January 2016. She leads the campus and is also responsible for 
the oversight of the education department with the various department heads reporting directly to her. The 
campus was neat and well organized, the computer equipment had recently been upgraded, and wireless 
internet is available throughout the campus. However, due to the large number of findings and the seriousness 
of many of them, the team found that campus does not reflect the highest ethical standards in its relations with 
students. While some students indicated that the campus staff has worked well with them, others voiced the 
opinion upon interview, or through the call for comment or student survey, that there is an adversarial 
relationship between the administration and them and they are not heard or respected. The SAP policy is not 
being followed as stated in the college catalog, the catalog does not include a definition of the unit of credit 
for externship, advertising does not meet Council standards, articulation agreement(s) are not disclosed in the 
catalog, some recruitment documents are not proper, the educational programs do not use appropriate 
assessment measurements, and there is not a clear process in place to evaluate student satisfaction. The team 
was also concerned that some 2016 placements may not be verified. 

Call for Comment. Prior to the visit, a call for comment was conducted and issues and concerns were raised 
that were echoed by the feedback heard while the team was on site and as reported in the team's findings. The 
results of the call for comment are summarized below: 

Student finances: Students indicated that they have had issues with obtaining financial aid or getting help from 
the campus to apply for it. Both students and faculty stated that the campus is taking out loans without the 
students' approval, and the students are being told many different things about their aid to the point that they are 
convinced the school is "'stealing their/my money." 

Equipment/facilities/faculty: Students and faculty cited concerns with the size of the desks at the campus; the 
desks are the type that have the chair connected to the desk, often seen at high schools, and that some students 
are unable to fit Students and faculty also indicated frustration \¥1th the turnover of faculty at the campus, 
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Relations with faculty and student relations: Both faculty and students indicated that the campus has used some 
intimidation tactics with them. Students cited concerns of being pressured to enroll, to not put forth any 
complaints or concerns after having been talked down to when they dld the first time, and when they did 
provide feedback to the school, having it listened to but ultimately ignored, The faculty also indicated that 
students are told not to talk to the front staff if they have lssues, even to the polnt of threatening students with a 
lawsuit or immediate tenninatton. Facuity also stated in the can for comments that they have been toid by the 
campus director that if they complained to the state labor board or spoke openly with ACICS during the visit, 
that they wouid not have a job to return to, and the school would be fined, meaning the campus would not have 
the money for "tables and chairs,'' Further, the faculty indicated that they are promised compensation for 
attending meetings, which has no follow~through, and that instructor paychecks are often incorrect and short, 
and when requested to be fixed, it takes months to resolve, FinaHy, some courses were changed around in 
anticipation of the ACICS visit, and some students corroborated this, indicating that courses are changed around 
and the availability of courses becomes more limited for students who cannot take courses in both the day and 
evening session. Students summarized that there have been hiccups/a break in communication between students 
and the campus administration, and they were asked to paint a glowing picture of the campus but could not. 

The above concerns raised by the call for comment are in line with the team's finding of ethical relations with 
students, and faculty as well. 
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REPORT QUESTIONS 

1. MISSION 

1.01 What is the mission statement of the institution? 
j]Jhe;;~Ulegels;mnissfo1111llsnt<1;;enraUlrnsmffents:;i\tta;btnstudentS1y11a1td;as;sistHstune:nts:iin1aooatiwg1:em:pln:yme.ntmm 

1.02 Does the campus have an appropriate mission statement with a set of supporting objectives? 
l:8J Yes O No 

1.03 Are the objectives devoted substantially to career-related education? 
l:8J Yes O No 

1.04 Are the objectives reasonab le for the following : 
(a) The programs of instmction ? 

l:8J Yes O No 
(b) The modes of delivery? 

l:8J Yes O No 
(c) The facilities of the campus? 

l:8J Yes O No 

1.05 Are the mission statement and supporting objectives appropriately disclosed in the campus catalog and 
in other publications that are readily available to the public? 
l:8J Yes O No 

1.06 

CAMPUS EFFECTIVENESS 

1.07 Does the campus have a current Campus Effectiveness Plan (CEP)? 
l:8J Yes O No 

1.08 If the campus is a branch , does the branch have its own CEP, separate from the main campus IEP? 
0 Yes O No l:8J Not Applicable (This is a main campus .) 

1.09 Does the CEP describe the following: 
(a) The characteristics of the programs offered? 

l:8J Yes O No 
(b) The characteristics of the student population ? 

l:8J Yes O No 
(c) The types of data that will be used for assessment? 
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IZJ Yes D Ko 
(d) Specific goals to improve the educational processes'} 

IZJ Yes D Ko 
(e) Expected outcomes of the plans') 

IZJ Yes D Ko 

1 10 Are the following six required elements evaluated in the CEP 
(a) Student retention rates') 

IZJYes D Ko 
(b) Placement rates') 

IZJYes D Ko 
(c) Level of student satisfaction? 

0Yes IZJ Ko 
(c) Level of graduate satisfaction') 

IZJYes D Ko 
Level of employer satisfaction') 
IZJYes D Ko 
Student learning outcomes') 
IZJ Yes D Ko 

If .\1
0 for any item, insert the section number in parentheses and explain 

Page 7 of75 

(Section 3-1-111 ): The campus does not evaluate a level of student satisfaction within the CEP. Upon 
interview, the campus director indicated that students are surveyed at the end of their program of study; 
however, this data is not included in the 2015 or 2016 CEP documents that the team reviewed When the 
team asked for evidence of the student surveys, approximately 50 raw surveys were provided. The 
majority of the surveys were dated prior to June of 2015, some were undated, and one survey was dated 
June 18, 20 I 6. There is no evidence that the results of the student surveys presented to the team have 
been analyzed or that the campus has a systematic process in place to survey students as to their level of 
satisfaction. 

l I l Define the measurable student learning outcomes used by the campus and how these outcomes are being 
assessed. 
The campus uses a pre- and post-test system to evaluate student learning outcomes. Tests are admistered 
during the first week of class and at the end of each tern, The results of these tests are submitted to the 
campus director for analysis, and then the analysis is discussed with the program leads. As a result of 
this analysis, the campus is committed to meeting employer needs by matching the educational 
experience to local community needs. 

l 12 Are the following identified and described in the CEP. 
(a) The baseline data for each outcome? 

IZJ Yes D Ko 
(b) The data used by the campus to assess each outcome') 

IZJ Yes D Ko 
(c) How the data was collected? 

IZJ Yes D Ko 
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(d) An analysis and summary of the data collected CJ 

kZ[ Yes D l\o 
(e) An explanation of how the data will be used to improve the educational processes? 

kZ[ Yes D l\o 

Page 8 of75 

If Yes for (d) and (e). describe the types of data collected and how the campus is using the data to 
improYe the educational processes. 
Statistics regarding campus. retention, placement, graduate and employer satisfaction, and student 
!earning outcomes are collected and analyzed by the campus. If negative trends are noted, new 
proccesses are put lnto place to ensure that students are successful. Regarding retention, increased 
student counseling to help students visualize their goals and overcome life hurdles is in p-lace, and the 
staff wiU attempt to better match students during the admissions process to programs of study through 
deeper conversations with prospective students. Also, there is additional monitoring of the reasons why 
students are dropping from school. 

Regarding placement, the career services staff person is out in the community speaking with employers 
to better understand their priorities when hiring new employees. In addition, better communication 
between department heads, faculty, and admissions personnel is emphasized so everyone understands the 
needs of the local community and how that affects their students. Career services personnel are also 
submitting resumes of graduates to employers during their weekly contacts with them. 

1 13 What are the published annual student achievement (retention, placement, licensure if applicable) goals, 
and hmv does the campus demonstrate its ability to maintain or improve the outcomes') 
The campus has set a retention goal of 75 percent and a placement goal of 70 percent. There are no 
licensure requirements for the programs offered at the campus Retention and placement are closely 
monitored by the administration, and meeting minutes reflect ongoing discussions with staff and faculty 
to share how activities are being supported to ensure the successful matriculation and job placement of 
students. 

l 14 Describe the specific activities that will be undertaken to meet goals established for all elements. 
Activities to meet retention goals include closely monitoring student attendance and reaching out to any 
students absent from their classes, and involving students in school and community events to foster a 
sense of belonging at the campus. 

Activities to meet placement goals include better identifying local employer priorities, enhancing the 
infonnation technology (IT) classes to shore up the confidence of those program graduates, and 
encouraging participation in community events to better network with the community 

l 15 What documentation does the campus maintain, and that the team reviewed, to evidence the following: 
(a) That the CEP has been implemented"? 

The campus collects data regarding retention, placement, student learning outcomes, and graduate 
and employer satisfaction. New goals are established annually. 

(b) That specific activities listed in the plan have been completed? 
The 2016 CEP reported on 2015 activities that had been completed and, as a result, new plans were 
developed for the following year. 

(c) That periodic progress reports have been completed? 
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1.16 Who is responsib le for implementing and monitoring the CEP? If a committee is utilized , describe the 
committee . 

1.17 Describe the documentation that evidences that the CEP is evaluated at least annuall . 

2. ORGANIZATION 

2.0 1 Is the following information regarding the campus appropriately stated in the catalog: 
(a) Governance, control, and corporate organization? 

[gl Yes 0No 
(b) Names of the trustees , directors , and/or officers ? 
[gl Yes D No 
(c) Names of the administrators ? 
[gl Yes 0No 

2.02 Describe how the campus trains its employees , provides them with constant and proper supervis ion, and 
evaluates their work. 

2.03 Identif y the campus administrators and list their positions and duties. 
Carupµs,'ll1rector; • \$,resP◊~$iblefqt 'tl\~'-run~ing of th~ canwu:S,'::and the <tepart,rneµt 
heads;reporttoJ1ei-as'tlle chf'f aca'. emio staff.person. Sheaiso has oversight ofstudentadmis:sibns;_ 
~dmi~sion:re'p~es~ntat~y;: :::; . ~ .. r.esponstbl~f or'.'em:ol1Ii1g ~tudents .lh'.tqJ he :pt ogram s' of 
stri&y,, 
fm~ttH~~;:~~l;;: '!~'.,t~~J?Qt\§f,P1~:igr;:~t~f~~§i~g:t1:1ctn£iit ~tijifg~,~~~~ht~'! 
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Do the individual(s) have sufficient time to satisfactorily perfonn all duties? 
[8J Yes D No 

2.04 Describe how the campus documents that faculty and staff members : 
(a) Clearly understand their duties and responsibi lities. 
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W-1'~ .~,cunn;µs proY¥f~~j<?,b d~,5,9ript~qns fotJa,y~Ity a,n,q,;st~i;lP¥tt:Q~t:1ii;i~d ~µt,i,~ af?,g r~~poii~i~t!,i,p~,s, an~ 
the camp\1s 4irecfor i~<:lfoat~.i~'at;!sh~ yertJally .relnfotc~s ':tnes:e r:eqµifements t~, alt emp~pyee( ori'.'.a\ 
sgntinilq~~ -~'.a.sj~J 
(b Know the erson to whom the re ort. 

2.05 Describe the documentat ion the administration maintains to evidence evaluation of the facult and staff 

2.06 Has the campus adopted a policy on academic freedom that has been communicated to the faculty? 
[8JYes 0No 

2.08 Does the campus catalog or the student handbook contain an appropriate grievance policy for students 
that includes the name and address of ACICS? 
[8J Yes D No D Not Applicable (initial applicants only) 

2.09 
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2 IO Describe the organization of the campus and what evidence there is that the administration of the campus 
is effective and efficient. 
The campus ls led by a campus director who supervises the department heads and ls supported by the 
admissions representative, the career services coordinator, and those department heads to whom the 
faculty directly report. Support for the director and faculty and staff is provided by day and evening 
adminlstrative assistants, and the corporate staff office at the campus. There was an adequate number of 
administrative staff to support the faculty and student body. During the on~ite visit, the campus was 
running smoothly. 

3. AD"IINISTRA TIO'i 

3 01 Who is the on-site administrator, and what are this person's qualifications? 
-is designated as the on-site administrator for the campus. As previously mentioned, IVJs. 
~fagers holds a doctor of jurisprudence from West Virginia L'niversity and a bachelor's degree in 
business administration management from West Liberty State College. Prior to her employment at West 
Virginia Business College, Ms. \,Jagers was an attorney at Hartley & O'Btien and continues to own and 
operate Peck N Root Ranch in Connecticut. 

3 02 Does the campus list degrees of staff members in the catalog? 
l3J Yes D l\o 

If Yes, is appropriate evidence of the degrees on file'l 
l3J Yes D l\o 

3 03 ls there evidence that the campus keeps adequate records to support the follo\ving administrative 
operations 
(a) Financial aid activities? 
cg] Yes D T\o D >Jot Applicable (The campus does not participate in financial aid.) 
(b) Admissions? 
ISJYes 0'-lo 
(c) Curriculum? 
l3J Yes D "lo 
(d) Accreditation and licensure'l 
ISJYes 0'-lo 
(e) Guidance? 
ISJYes 0'-lo 
(f) Instructional resources? 
ISJYes 0'-lo 
(g) Supplies and equipment? 
ISJYes 0'-lo 
(h) The school plant' 
ISJYes 0'-lo 
(i) Faculty and staff? 
0Yes ISJ"lo 
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G) Student activities? 
l8J Yes D 'Jo 
(k) Student personnel? 
l8:JYes O'Jo 

ILVo for any item, insert the section number in parentheses and explain 
(Section 3-1-303(a)): Adequate records are not maintained by the campus relative to administrative 
operations_ The official transcript for faculty member ~lr. Andrew Goletz's JD from the University of 
Baltimore, which is listed in the catalog, is not on file at the campus. 

3 04 Does the campus admit ability-to-benefit students? 
D Yes l8J 'Jo (I/No, skip 10 3.09.) 

3.09 Do student files contain evidence of graduation from high school or the equivalent? 
l8:JYes O'Jo 

3 l O Are appropriate transcripts maintained for all students? 
l8:JYes O'Jo 

3 11 Is the grading system fully, explained on the transcript, and is it consistent with the grading system that 
appears in the campus catalog? 
l8:JYes O'Jo 

3 12 Arc student records protected from theft, fire, \Vater damage, or other possible loss? 
D Yes l8J 'Jo 

If A'o. insert the section number in parentheses and explain 
(Section 3-1-303(1)). The campus does not adequately protect student records from water damage. 
Although the records are stored in a fire proof cabinet in the administrative area of the campus, no 
provision has been made to ensure protection from water damage. At this time, all records are 
maintained in paper format and not scanned at any time. 

3.13 Does the campus maintain transcripts for all students indefinitely? 
l8:JYes O'Jo 

3 14 Does the campus maintain admissions data and other records for at least five years from the last date of 
attendance for all students? 
l8:JYes O'Jo 

3 15 Describe the training the campus administration provides to staff to carry out administrative functions. 
Upon hire, staff receive training from the campus director regarding their duties and responsibilities. This 
includes admissions, admistrative, and career services training as appropriate to the position held. Faculty 
receive training from the campus director and the program leads, and they are mentored by seasoned 
faculty. In addition, faculty are directed to a faculty procedures manual for additional information on 
duties and responsibilities_ 
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3 16 Describe how effective recordkeeping is at the campus. 
The team found appropriate admissions and career services documentation for students as weH as 
ap-propriate guidance and attendance records and p-rogress reports, Faculty files did not contain official 
transcripts for one faculty; however, there was. evidence of faculty in-service and professional 
development activities for the faculty, 

4. REL\.TIO'iS WITH STUDE'iTS 

FOR ALL PROGRAMS 

4.01 Hmv many student files were reviev-,ed during the evaluation') 
The team reviewed a total of 27 student files, and student account ledger cards were reviewed for each of 
the 27 files. Of these files, 20 were pulled from the 2014-2015 Campus Accountability Report (CAR), 
and included nine withdrawals, six graduates, and five still-enrolled students. Some of these students 
were also re-entries during the 2015 CAR period The other seven files included five students on 
satisfactory academic progress and two students who had been awarded transfer credit; all students were 
fi-om the current population. 

4.02 How does the campus ensure that its student relations reflect high ethical standards') 
The campus takes some steps to address student relations practices so as to reflect ethical standards in 
the admissions process by having students initalize their understanding of the policies, including the first 
statement, "l understand that, should my financial aid package qualify me, attendance and good 
academic standing are mandatory in order to receive expense monthly checks." Other items address 
students' understanding that jobs are not guaranteed or promised, that the catalog is available online, and 
the various safety polices of the campus. The enrollment agreement, which is signed and per the 
signature on the fonn provided to the student, indicates all tuition, fees, and program infonnation. 

If student relations do not reflect high ethical standards, insert the section number in parentheses and 
explain: 
(Section 3~1~400): The team, through review of files, and interviews with faculty, statl and students, 
found the campus does not ensure its student relations reflect high ethical standards, specifically in tenns 
of recruitment notes, grading policies, and SAP practices, 

Recruitment Notes 
The team's review of admissions training notes found the following recorded: 

1 "If leaving financial aid or not come back after FA, rep is selling money. If selling money - do it 
the right way our way. Expense check for college expenses don't come to school, no check. 

" ''Tell teachers- if you bring lead, I will teach your class today.'' 
(a) ''they come in dumb, we send them out smart.'' 

3 "To teachers - Don't like certain student ok, bring me two enrollments and Twill kick that 
student out" 

4 ''Bribe 6l1.lidance counselor'' 

The team concluded the attitude reflected in these notes does not support ethical practices in student 
relations. Item I indicates they are okay if admissions representatives do "sell" money, but only if they do 
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it the right way by assuring students are told they don't gettheir stipend checks if they don't attend classes. 
The team concluded there is no good response to"Ifyou seH money .... " That is not the purpose ofa 
college education and does not reflect the sentiments of the Council, Item 2(a) indicates no respect for 
students. Item 3 indicates an attitude of no concern for the student, only for the number of enrollments.. 

The campus director addressed item ·1 stating that the intention behind the '\f selling money - do it the 
right way ... our way" was part of a list of things not to do. She funher stated that the statement, '"don't 
come to school, no check'' was meant to remind the admissions representatives that the campus cannot 
hold a student's. fonds The campus. director said this was not to indicate that if students don't come to 
school they won't get their funds. The campus did not address the other statements outlined above, 

Grading Policies 
In a review of the syHabi for all programs, the team found that 50 percent of the students' grades are based 
on the course's final exam. Additionally, students who have an A in their classes are exempt from taking 
the final. Thus, some students are being graded on only 50 percent of the course, which would not be an 
adequate assessment of the content of the course. Although only 50 percent ofa course measurement is 
completed, it accounts for 100 percent of the grade, making it impossible to adequately measure learning 
outcomes and ensure the students' success in their forthcoming courses and eventual career after 
graduation. 

5iatisfacrory Academh: Progress 
In the review of Satisfactory Academic Progress (SAP) notes, students receive termination letters before 
they have failed to meet SAP. (Please see 4.26 for additional information). 

4.03 Describe the admissions criteria 
The admissions criteria are stated on page 8 of the academic catalog. These requirements include: 
• A high school diploma or its equivalent. 
• An interview Vvith an admissions representative. 
• Successful completion of the college entrance exam, which includes specific scores based on program 

of study to be entered. 
• Acceptance by the campus director. 

ls the admissions process appropriate') 
k8jYes O'lo 

4.04 Does the campus contract with third parties for admissions and recrniting purposes') 
D Yes k8J 'lo 

4.05 What evidence is there to document that admissions criteria are applied consistently to all students 
admitted under the same version of the admissions criteria (e.g., that students admitted into specific 
programs for the same start date are admitted under the same admissions criteria)') 
The team's review of student files found signed enroUment agreements outlining that all students 
enrolled in the same program at the same time were charged the same tuition and fees. In each student 
file reviewed, documentation was available of all admissions criteria, including a high school diploma or 
equivalent, passing scores on the entrance exam, interviews by the admissions representative, and final 
approval by the director. 
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4 06 Does the admissions policy conform to the campus's mission? 
[8J Yes D >Jo 

4.07 Is the admissions policy publicly stated? 
[8J Yes D >Jo 

4 08 Is the admissions policy administered as written? 
[8J Yes D >Jo 

4.09 Does the campus use an enrollment agreement for each enrolled student that: 
(a) Clearly outlines the financial obligations of both the institution and the student? 

[8J Yes D \To 
(b) Outlines all program-related tuition and fees? 

[8J Yes D \To 
(c) Has a signature of the student and the appropriate school representative'J 

[8J Yes D >Jo 

How does the campus evidence that a copy of the agreement has been provided to the student? 
The enrollment agreement has a check box under the student's signature indicating. "Signature indicates 
copy of contract supplied to applicant" In the team review of files, this box was checked and each 
agreement included a signature. 

4 l O \Vho is responsible for the oversight of student recruitment at the cam pus, and \vhat are this person's 
qualifications? 
Ms. ffib)(6) I campus director and "individual solicitor'' by the West Virginia Council for Community 
and Technical Education, is responsible for the oversight of student recruitment at the campus As noted 
previously, Ms. Kb)(6) j holds a JD and a bachelor's degree in business administration management. Prior 
to her employment at West Virginia Business College, Ms. ~b)(6) Uwas an attorney at Hartley & O'Brien 
and continues to own and operate Peck N Root Ranch. 

Currently Ms. f b)(S) lis the only licensed admissions representative for the Wheeling campus, known as 
an "individual solicitor" by the state of West Virginia. 

4 11 Describe the recrniting process for new students. 
The campus recruits through radio and television advertisements and job fairs. The admissions 
representative works with a local work force organization, helping their clients with resume writing. 
Community agencies such as the Department of Health and Human Services often request that the 
admissions representative conduct life skills classes for their client. During these visits he represents the 
campus and may provide information on the various programs. 

Based on interviews, observations, and a review of recruitment materials, is the process compatible with 
the educational objectives forthe campus'J 
[8J Yes D >Jo 
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4.12 Are individuals engaged in admissions or recruitment activities communicating current and accurate 
information regarding the following: 
(a) Courses and programs? 
~Yes D~o 
(b) Services? 
~Yes D~o 
(c) Tuition? 
~Yes D~o 
(dJ Terms' 
~Yes D~o 
(e) Operating policies? 
~Yes D~o 

If Yes, describe how communication to students of the above items is documented: 
During the admissions interview, students sign a "Student Statement OfCnderstanding." This document 
includes 21 statements that students initial indicating they understand the various policies. Many of these 
items are related to financial aid; however, other items addressed include attendance, homework, 
satisfactory academic progress, security and crime, and the alcohol and substance abuse policies. The 
enrollment agreement covers program information including tuition, number of hours, and anticipated 
date of graduation. 

4.13 How does the campus super--.·ise its recruiters to ensure that their activities are in compliance with all 
applicable standards? 
The admissions representative was recently hired by the campus in September 2016. During his time at 
the campus, he has sat in on trainings with the owner and the campus director. He has several 
appointments on his calendar for new student interviews next week. 

4.14 Describe how the institution maintains documentation that demonstrates that it systematically monitors its 
recruitment activities (i.e. recorded calls, secret shopper results, training materials, remediation efforts, 
etc.). 
The campus has an "evaluation checklist 11 in which an overview of the steps to take in the admissions 
process is given to the admissions representative. ln the supervisor notes of meetings held after 
observations of a previous admissions representative, the team saw examples of notes such as "be 
brutally honest" 

4.15 Has the campus developed and demonstrated implementation of a recruitment training plan that allows for 
sufficient monitoring and oversight? 
~Yes D~o 

4.16 Does the campus use prospective student names obtained as a result of a sur--.·ey. canvass, or promise of 
future employment or income while a student, or as a result of other marketing activity? 
0Yes ~~o 

4.17 Does the state in which the campus operates require representatives to be licensed or registered? 
~Yes D~o 
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If Ye.\, is evidence oflicensure or registration on file? 
IZ]Yes O'Jo 
Ci1rrently,. the campus director is the only licensed representative. The new admissions representative is 
on standard probationfor90 days and will be applying for his license in December 2016. 

4.18 Are the titles of recruitment and enrollment personnel appropriate? 
IZ]Yes O'Jo 

4.19 Who makes the final decisions regarding financial aid eligibility, packaging, awarding, and disbursement, 
and what is their experience? 
Ms Lori Nabb, financial aid resource administrator, is responsible for making decisions regarding 
financial aid eHgibiHty, packaging, awarding, and disbursemenL Ms. Nabb has an associate's degree in 
computer applications from Belmont CoHege, She has several years of experience in businesses and has 
been in her current position since November 2013. 

ls this person someone other than recruitment and enrollment personnel'l 
[g] Yes D :\Jo D l\"ot Applicable (The campus does not participate in financial aid.) 

4.20 Describe the policies and procedures for evaluating and accepting transfer credit and the evidence reviewed 
to support their consistent application 
The campus publishes their transfer credit policy in the current academic catalog on pages 12-13. This 
policy includes the following requirements· 
• Only courses with an A will be accepted. 
• Only courses applicable to the student's program of study V•iill be accepted. 
• No more than one half of the required program courses and hours may be transferred in_ 

The method used for academic transfer of credit utilizes a copy of the student's transcript from the 
transferring institution and a copy of course descriptions for the students' previous coursework_ The course 
description is compared with WVBC's course description and, if it is comparable, credit is given and the 
documentation placed in the student tile. The team reviewed the tiles of two students who had requested 
and received transfer credit and found them to be in accordance with the campus's policies for transfer of 
credit. 

4.21 Does the campus publicize its transfer of credit policies, including policies related to accepting transfer 
credit from another campus'l 
IZ]Yes O'Jo 

4.22 Has the campus established articulation agreements with other institutions') 
IZ]Yes O'Jo 

If Yes, describe the location of the published list, the names of the institutions, and the nature of the 
agreement: 
The campus currently holds an articulation agreement with Salem International University (STIJ} In 
order to qualify for transferability, a student must earn at least a 2.5 CGPA and have completed a 
minimum of 15 semester credit hours as converted A copy of the articulation agreement was provided to 
the team~ however, it was not published in the catalog or in other documents provided to the team, 
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If the campus does not provide notification to students as to these articulation agreements and the 
transferability of the credits in the programs that are offered, insert the section number in parentheses and 
explain 
(Section 3-1-413): The campus does not provide notification, as required, to students as to the articulation 
agreement \Vith SIU and the transferability of the credits in the programs offered, as a result of the 
agreement. :'.'Jeither the catalog, the website, nor any other documentation makes mention of the agreement 
between WVBC and SIU, except in regards to the 1\utter Fort campus. The website also states that the 
Wheeling campus ·'holds an active at1iculation agreement with .\fountain State University for online and 
ground classes.'' No documentation was presented to the team to evidence such agreement. In addition, the 
catalog indicates that '·West Virginia Business College makes no claim or promise that WVBC credits \vill 
be accepted by a school, college, university, or institution," which gives no indication of the campus· s 
ai1iculation agreement with SIU or possible agreement with :\fountain State University. 

FOR ALL PROGRAMS 

4.24 Is the standards of satisfactory academic progress (SAP) policy, in its entirety, published in the catalog? 
CZ]Yes 0'1o 

If Yes, state the page number(s) where the standards of SAP policy is published. 
The standards of satisfactory academic progress (SAP) policy is published on pages I 6-21 of the current 
academic catalog. 

4.25 Docs the standards of SAP policy published in the catalog contain the following 
(a) A definition of the maximum time frame allowed for students to complete a program as l 5 times the 

normal program length? 
CZ] Yes D 'lo 
(b) A schedule that designates the minimum percentage of work that a student must successfully 

complete at the end of each evaluation increment to complete the program within the maximum time 
frame? 

CZ] Yes D 'lo 
(c) Procedures for re-establishing satisfactory academic progress? 
CZ] Yes D 'lo 
(d) A definition of the effects of the following on the CGPA and successful course-completion 

percentage 
\Vithdrawals? 
18:JYes 0'1o 
Incomplete grades? 
CZ]Yes O'lo 
Repeated courses? 
CZ]Yes 0'1o 
]\'on-punitive grades? 
D Yes D 'lo CZ] 'lot Applicable (not offered) 
l\'on-credit or remedial courses? 
D Yes D 'lo CZ] 'lot Applicable (not offered) 
A warning status? 
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IZ] Yes D No D Not Applicable (not used) 
A probationary period? 
IZJ Yes D No 
An appeal proces s? 
IZJ Yes 0No 
An extended-enrollment status? 
IZ] Yes D No D Not Applicable (not offered) 
The effect when a student changes programs? 
IZ] Yes D No D Not Appli cable (The campus only offers one program of stu dy.) 
The effect when a student seeks to earn an additiona l credential ? 
IZ] Yes D No D Not Applicable (The campus only offers one program.) 
The implications of tran sfer credit? 
IZJ Yes 0No 
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4.26 Describe the evidence that demonstra tes that the campus applies its SAP standa rds consistently to all 
students. 

If there is no evidence to support the consistent application of SAP standards, insert the section number in 
parentheses list stude nt names, and ex lain: 

~ii:dlffif . . ... (i~t~!i!,i1ni~~,~~ini!Uftij1,{!lf :j~,~~:!JlQ/.t!i\1l@i!;ijff~i!'Wf. .. •.•.• •.• '':I ijill~n':ijtlhi 
~~~~!i~~t1fr;ii~~pf'ii!'~~,~1lil~~:~Q1ll~i!~~~~l~:t~fij:i~~j~!:~~~j~~~i~ltt~lg.t11t~i~1~!!~~!:~ti:·: .................... ~ :~!p~l t 
Kil-~ilili;e~~~9;8[w':~ ti:~j!e"t[ffli;;~illt)U~~$!:Ji$!!']~\Ql,ijj~!!lli~!!$tldljtj'W:l ![fijijMiii;mitliiIIUiii~~ 
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SAP Policy Quantitative Qualitative 
First EvaJL\ation Period 33.3% (32 1.00 

Hours) 
Second Evaluation 67% (64 l .50 
Period Hours) 

Student Termination Term Quantitative Qualitative Team Notes 
Name Letter Dates 

June 30, Completion 68.75% 1.87 - is meeting 
2016 of 6th term 64 attempted both quantitat ive and 

(64 hours 44 earned qualitative 
com leted) 

March 25, Completion 0% (but 0.00 - has not 
2016 of first term student is not reached first SAP 

(8 hours) at first measuring point 
measunng 
oint 

June 30, Completion 50% (but 1.00 has not 
20 16 of first student is not reached second SAP 

second (16 at her second measuring point 
hours) measunn g 

point) 
June 30, Completion 0% (but 0.00 - has not 
2016 of first student is not reached second SAP 

second (8 at first measuring point 
hours) measunn g 

oint) 
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you may qualify to be re-instated as a student at WVBC in the future. If you wish to re-enroll or have 
any questions, please contact me at your earliest convenience." 

The campus does attempt tofo-llow their SAP policy, as outlined below, by documenting an "appeal" by 
the student Notes in the students' files found evidence to support students. are submitting an appeal 
(either verbally or in writing) after receiving the tennination letter. Per the catalog: 

• Written appeal needs to be submitted to the campus director within 5 calendar days after 
notifi catl on. 

• EnroHment for one or more quarters at their own expense OR 
• Successfully appeal a failure to maintain SAP 
• Student must remain out of school for 180 days 

It must be noted that these students did not need to complete an appeal as they had not yet failed to reach 
SAP. This overview of what was noted during the team's review is evidence of how the campus does not 
understand their SAP policy or the implementation of it. These three students did not need to complete a 
written appeal (per the SAP policy, they were not required to do so; but per the "tennination'· letter they 
were), but verbally appealed their academic terminations, as indicated by campus documentation It 
should be noted all students currently on SAP received tennination letters and all had their appeal 
approved and the student continued with his/her education the following term 

4.27 Are students who are not making satisfactory academic progress properly notified? 
~ Yes D '\Jo D l\'ot Applicable ('\Jo students are in violation of SAP) 

If l\'o. insert the section number in parentheses, list student names. and explain: 
The team review of student files found evidence of letters being mailed to students explaining their 
academic pro,bi-ress. 

4.28 ls SAP evaluated at the end of each academic year or at 50 percent of the normal program len,gth if the 
program is one academic year in length or shorter? 
k8J Yes D "lo 

4.29 Is SAP evaluated at the end of the second academic year and at the end of each subsequent academic year 
where students must have a minimum CGPA of2.0 on a scale of 4.0 or its equivalent, or have academic 
standing consistent with the institution's requirements for graduation? 
D Yes D "'.\lo ~ I\ot Applicable (All programs are less than two years.) 

4.30 Is there evidence that students \vho are not making satisfactory academic progress at the end of the second 
year are dismissed or allowed to continue vvithout being eligible for Federal financial aid? 
D Yes D "'.\lo ~ I\ot Applicable (All programs are less than two years.) 

4.31 Are qualitative and quantitative components evaluated cumulatively for all pe1iods of a sntdent's 
enrollment? 
k8J Yes D "lo 

4.32 Are students allowed to remain on financial aid while under warning or probation stants? 
~ Yes D :\Jo D I\ot Applicable (The campus does not participate in financial aid.) 
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If Yes, is the student informed of this policy? 
t8:J Yes D '\Jo 

4.33 Are students whose appeals are granted due to mitigating circumstances placed on probation, have 
eligibility for financial aid reinstated, and considered to be making satisfactory academic progress? 
D Yes D '\Jo ]ZJ '\Jot Applicable (There are no such students.) 

4.34 Are students who are placed in an extended-enrollment status denied eligibility for federal financial aid 
(unless there are mitigating circumstances)'! 
t8:J Yes D '\Jo D '\Jot Applicable (The campus does not have extended enrollment and/or does 
not participate in financial aid. Skip to .J.3::') 

4.35 Do credits attempted during the extended-enrollment status count toward the 1.5 times of normal program 
length? 
t8:J Yes D '\Jo D '\Jot Applicable (The campus does not have extended enrollment.) 

4.36 For students v.•ho have exceeded one and one-half times the standard time frame and \vere awarded the 
original credential, were any additional financial obligations \.Vaived? 
D Yes D '\Jo t8:J '\Jot Applicable (There is no such student and/or the campus does not have 
such a policy ) 

4.37 Are students required to have a minimum CGPA of:2.0 or its equivalent upon graduation from all 
programs? 
~ Yes D '\Jo 

4.38 Who is responsible for the administration of satisfactory academic progress, and what are this person's 
qualifications? 
Ms. b)(6) s responsible for the administration of SAP at the campus. As mentioned previously, Ms. 
b)(S) holds a JD and a bachelor's degree in business administration management, and has experience 
as an attorney and ranch owner and operator. 

Based on interviews and reviews of SAP implementation and monitoring documents, is it evident that the 
individual assigned is providing sufficient oversight of this process? 
D Yes ]ZJ :'-lo 

If lv'o, insert the section number in parentheses and explain: 
(Section 3-1-422 and Appendix D): As mentioned previously, the overactive interpretation of its SAP 
policy and the incorrect use of termination of students for not "meeting" SAP indicates that the campus 
does not sufficiently understand their SAP policy or how to document compliance with the SAP policy 
in monitoring the students' academic progress. 

439 How does the campus encourage and assist students who are experiencing difficulty in progressing 
satisfactorily in their programs'J 
Ms. ~b)(6) I meets with students who are experiencing difficulty in progressing satisfactorily in their 
programs. Documentation was included in the student files supporting that advisement was being 
provided. As outlined earlier, these meetings are being conducted before the scheduled SAP policy 
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guidelines require. Documentation supports students are receiving notification during mid~tenn letting 
them know they are not progressing satisfactorily. ln this regard, the campus takes a proactive approach 
to identifying students who are stniggfing during the tem1 before grades are assessed or before SAP 
calculation!'. can be done. 

Are these mechanisms appropriate and do they demonstrate the campus's commitment to assisting 
students') 
IZJ Yes D 'lo 

4.40 Does the campus finance any of the following: (\fark all that apply.) 
(a) IZJ Scholarships? 
(b) D Grants' 
(c) D Loans' 
(d) D The campus does not offer scholarships, grants, and/or loans. 

If Yes for any item, does the campus properly identify all scholarship, grant, and loan programs') 
IZJYes O'Jo 

4.41 Does the campus fully disclose the tenns, conditions, and application procedures regarding campus loan, 
scholarship, and grant programs in its catalog') 
IZJYes O'Jo 

4.42 Are all similarly circumstanced students who enrolled at the same time and in the same programs charged 
the same tuition and fees') 
IZJYes O'1o 

4.43 Are tuition and fees clearly stated in the catalog') 
IZJYes O'1o 

If Yes, have students confirmed receiving a copy of the catalog') 
IZJ Yes D 'lo D Kot Applicable 

4.44 Do the financial records of students clearly show the following: 
(a) Charges') 
IZJYes O'lo 
(b) Dates for the posting of tuition') 
IZJ Yes D 'Jo 
(c) Fees') 
IZJ Yes D 'lo 
(d) Other charges' 
IZJ Yes D 'Jo 
(e) Payments') 
IZJ Yes D 'lo 
(f) Dates of payment? 
IZJ Yes D 'Jo 
(g) The balance after each transaction') 
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t8'.J Yes D~o 

445 Is the effective date listed on announcements of changes in tuition and fees? 
t8'.J Yes D ~o D t\·ot Applicable (The campus has not changed tuition or fees since the last 
catalog publication.) 

446 Is the campus's refund policy published in the catalog'/ 
t8'.1 Yes D >!o 

447 Is the refund policy fair. equitable. and applicable to all students') 
rg:)Yes D~o 

448 Describe the documentation to evidence that the campus is following its stated refund policy. 
The team1s review of student files found refunds being returned within, and in many cases, well before, 
the due date. 

449 Does the campus participate in Title IV financial aid'/ 
rg:) Yes D ~o (Skip to -l j ./.) 

4.50 Who is responsible on-site for administering student financial aid, and what are this person's 
qualifications'J 
Ms. b)(6> b)(6> financial aid resource administrator, is responsible onsite for administering financial aid. 
Ms. b)(6> has an associate's degree in computer applications from Belmont College. She has several 
years of experience in businesses and has been in her current position since November 2013. 

4.51 Is the financial aid administrator a member of a state, regional. or national financial aid association and up 
to date on procedures and changes in the field? 
rg:) Yes D ~o 

Jf Yes list the names of the financial aid administrators and their affiliations: 
l\'1s. ~b><5> I is a member of the West Virginia Association of Federal Financial Aid Administrators 
(WVASFAA). 

4.52 Describe the educational activities, including membership and participation in state, regional, or national 
financial aid associations and other professional organizations that evidence the financial aid administrator 
and financial aid office stay up to date on procedures and changes in the field. 
Ms.~ is a member of WV ASF AA. She completes webinars sponored by FAME, and other trainings 
and conferences through the Department of Education. She also completed training by the N ational 
Association of Financial Aid Administrators in May 2016. 

4.53 Does the campus have a written policy that accurately reflects the L.S. Department of Education's 
definition of a credit hour for credit hour programs and/or clock-to-credit hour programs, including 
conversion ratios? 
D Yes ~ ~o D ~ot Applicable (clock hour programs only) 

If No, insert the section number in parentheses and explain 
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(Section 2-2-501(a) and 3-1-516(a)(i)): The campus does not include the designation of externship 
hours in its published definition of a credit in the catalog. The definition only indicates that a credit is 
awarded for 10 hours of lecture and 20 hours of lab There is no reference to externship hours, a 
conversion of 30 hours to 1 credit, as is required in the surgical technology program. 

4.54 Does the campus provide discounts for cash received in advance of the normal payment schedule? 
D Yes i:gj :'-Jo (.~'kip to -1.55.) 

4 55 The beginning enrollment on the most current Campus Accountability Report (CAR) is $4. 
The ending enrollment reponed on the previous year's CAR is p,4. 

4 56 Was the team able to verify the retention rate for the campus and for each program as reported on the 
Campus Accountability Report (CAR) last submitted to the Council•1 

IZI Yes D :'-Jo D :'-Jot Applicable 

4 57 Describe the process by v,,·hich students who receive financial aid are counseled concerning their student 
loan repayment obligations 
During the initial financial aid interview, students are informed of their obligations and responsibilities 
in regards to taking out student loans. All pertinent repayment infonnation is also given out and 
reviewed at that time, and a loan entrance interview is completed. Students complete the mandatory Pell 
Grant application through the FAFSA.ed.gov website if not previously completed. 

During registration, students are reminded to make an appointment with the financial aid administrator 
for any questions that arise throughout their educational career At that time, they are also reminded of 
repayments, student loan obligations in general, required exit interviews, and how attendance and grade 
point averages affect financial aid. 

During the exit interview, more literature is provided to students regarding loans and repayment 
obligations. They are also made aware that they may contact the financial aid administrator even after 
leaving WVBC for advice or with questions regarding their student loans. 

5. EDLCA TIO:\AL ACTIVITIES 

FOR ALL PROGRAMS 

5.01 Are the credentials av,'arded by the campus in compliance with its accreditation approval and in 
compliance with applicable state laws·, 
~ Yes D i\o 

5.02 Who is assigned to oversee the educational activities of all programs at the campus, and what are this 
person's qualifications·1 

l'v1s. ~b)(6> I is assigned to oversee the educational activities of all prob1fams. She holds a JD and a 
bachelor's degree in business administration management. Prior to her employment at West Virginia 
Business College, Ms. l(b)(6> I was an attorney at Hartley & O'Brien and continues to own and operate 
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5.03 Does this person have appropriate academic or experientia l qualifications? 
[:g']Yes 0No 

5.04 Describe how the campu s makes provisions for program administrators to have sufficient authority and 
res onsibilit for the develo ment and administration of the ro rams. 

5.05 Is the time devoted to the administration of the educational programs sufficient? 
[:g'J Yes D No 

5.06 Is there a published policy on the responsibility and authority of faculty in academic governance? 
[:g'J Yes D No 

5.07 Does the policy, at a minimum , address the role of the faculty in the following area s: 
(a) Development of the educational program? 
[:g'J Yes D No 
(b) Selection of course material s, instructional equipmen t, and other educational resources? 
[:g'J Yes D No 
(c) Systematic evaluation and revision of the curriculum? 
[:g'J Yes D No 
( d) Assessment of student learning outcomes? 
[:g'J Yes D No 
(e) Planning for institutional effectiveness? 
[:g'J Yes D No 

5.08 Is there evidence that this policy has been adopted and that faculty members are aware of it? 
[:g'J Yes D No 

5.09 Does the campus have any programs that require specialized or programmat ic accreditation to obtain entry­
level employment or licensure by the state in which the campus is approved? 
D Yes [:g'J No (Skip to 5.10 for renewal of accreditahon. Skip to 5.12 fo r initial grants.) 

FOR RENEWAL OF ACCREDITATION ONLY 

5.10 Does the campus have any programs with current specialized or programmatic accreditation ? 
D Yes [:g'J No (Skip to 5.12.) 

FOR ALL CAMPUSES 

5.12 Are the educational program s consistent with the campus's mission and the needs of its students? 
[:g'J Yes D No 
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5 13 How does the campus involve students. graduates. administrators, faculty, and other interested parties 
such as advisory committees in the formation of policies and the design of educational programs') 
Students and graduates are asked for input on how to improve the programs. They gather their ideas 
from either the new job experience or what they hear from other schools vi a advertisements or students 
Faculty and the institutional advisory board are encouraged to improve programs through their 
experience, knowledge, and updates from their places of employment or infonnation provided to them 
from the organizations in which they are members. 

5 14 What provisions are made for individual differences among students in the learning environment') 
Instructors spend time interviewing the students to get information on their style ofleaming. Lectures and 
discussion groups are used for the exchange of ideas and to faciHtate !earning. Student mentors (faculty) 
off er tutoring and a.!so spend more time in the classroom guiding the individual student. 

5.15 Describe the system in place to evaluate, revise, and make changes to the cuniculum. 
The instructors and students are able to submit a form "l l 5'' to request curriculum changes, revisions, or 
evaluation. This fonn is given to the director, who in turn shares it with corporate staff The institution 
discusses the matter and it is either approved or denied. lfthe proposed changes are approved, they go into 
effect as soon as possible. 

5 16 Does the faculty participate in this process') 
CZ] Yes D Ko 

5 17 \\/hat evidence did the team reviev,· to confirm that credit is appropriately' converted in relation to total 
student contact hours in each class') 
The team reviewed the academic credit analysis (ACA) document along with course syllabi and the 
campus catalog to find that credit is appropriately converted. 

5 18 Does the campus award academic credit to students who demonstrate subject competency based on 
academic, occupational, or personal experiences? 
D Yes CZ] Ko (I/No, sktp to 5. 19,) 

5.19 Are courses and breaks scheduled appropriately, given the students' academic background and the 
coursevmrk involvedCJ 
CZ] Yes D Ko 

5.20 Are the following appropriate to adequately support the number and nature of the general education 
courses'J 
(a) Facilities. 
CZ] Yes D '.Jo 
(b) Instructional equipment. 
CZ] Yes D 'lo 
(c) Resources. 
CZ] Yes D '\Jo 
(d) Personnel 
CZ] Yes D '\Jo 
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5.21 Describe how the campus provides an environment for its faculty that is conducive to effective classroom 
instruction 
The campus provides an environment for its faculty that is. conducive to effective classroom instruction 
through supportive administrative staff, The campus also provides weekly faculty meetings as an 
opportunity to gather ideas and discuss problems or concerns. 

5.22 Based on the team's observation of the instructional materials used, interviews with students and faculty, 
and a review of softw·are licenses, is the campus in compliance with applicable licensing and copyright 
laws') 
ISJYes 01'o 

5.23 Are official transcripts for all qualifying credentials and for those credentials listed in the catalog on file for 
all instructors? 
0Yes 13ll\o 

If lv'o, insert the section number in parentheses, list faculty names, degrees, and awarding institutions and 
explain: 
Section (3-1-542): The offical transcript is not on file for the juris doctorate degree from the University of 
Baltimore that is listed in the catalog for 

5 24 Have faculty transcripts from institutions not accredited by agencies recognized by the United States 
Department of Education been translated into English and evaluated by a member of the Association of 
International Credential Evaluators (AICE), the American Association of Collegiate Registrars and 
Admissions Officers (AACRAO), or the \lational Association of Credential Evaluation Services (\lACES) 
to determine the equivalency of the credentials to credentials awarded by institutions in the United States? 
D Yes D l\o ~ l\ot Applicable (\lo faculty members hold foreign credentials) 

5.25 Is there documented evidence of a systematic program of in-service training at the campus 0 

ISJYes 0/\o 

If Yes, how is this documented? 
In-service trainings are provided as part of faculty meetings. Documentation of the training consisted of 
sign-in sheets and a copy of the program that was presented. These documents are placed in a folder which 
is housed in the director's oftice. 

5 26 ls there evidence that appropriate faculty development plans have been developed and implemented 
annually, including documentation to support completed activities listed on the plans0 

ISJYes 0/\o 

5.27 Is there evidence that full-time and part-time instructors participate in regularly scheduled faculty 
meetings 0 

ISJYes 0/\o 

5.28 Describe the process the campus uses to determine that there is an adequate core of full- and/or part-time 
faculty to ensure sound direction and continuity of development of the educational programs. 



VER . September 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 29 of 75 

5.29 Describe the contracts and/or agreements the campus has with other institutions or entities. 
~:f adci'.imefit~ln tli~'t~~ ,,fooih~ it~1'.cMiptHl' h~ an'hltidhtci:tr&n ·tgre&rti'&nt;wHii' Sal~ili 'lflt~m~Rari~l 
pm,yersity a:nd, a.s !lOted on .the Web sit~, an arti W1ation agreeni'eritwitb,:~ountait\State College, 'Ihe:$e 
~gree¢eiirs are in r~gru:9~ t6 frfu,t$fet 9£1~r~dits an~_A9t a4 a_gr~~~ent to art@:i~ fC?,f,~: p;~rtion C?,f ,~'.ca,;4,yriiJq 
Pl9&f~m~_W_bi:l 4,1:ll~~~+~~--~y:'~gtb~tiJ!§!HYt~q~~ 

Do the contracts and/or agreements comply with all requirements of the applicable criteria, including 
disclosure in the catalog? 
D Yes D No [gl Not Applicable 

FOR OCCUPATIONAL ASSOCJATE'S DEGREES ONLY 

5 .30 Does the program include at least l 0 semester hours, l 5 quarter hours, or their equivalent and less than 15 
semester hours, 22.5 quarter hours, or their equivalent in general education or applied general education 
courses? 
[g!Yes □No 

5.31 Summari ze the general education and/or applied general education courses and describe whether they are 
relevant to the chosen de ee and meet Council standard s. 

FOR OCCUPATIONAL ASSOOATE'S, ACADEMIC ASSOCIA TE'S, AND BACHELOR'S 
DEGREES ONLY 

5.32 Are instructor s teaching general education courses assigned in keeping with the minimum requirement s 
as stated in the Accreditation CrUeria? 
[8JYes ONo 

FOR ALL PROGRAMS 

5.39 Describe the student services offered by the campus such as, but not limited to, structured tutoring , 
academic or ersonal counsel in and student orientation . 
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5 .40 \Vho is the person on staff responsible for the oversight of counseling students on employment 
opportunities. and what are this person's qualifications') 

Page 30 of 75 

Ms. Diane Camastro-Saus is the person on staff resp-onsible for the oversight of counseling students on 
employment opportunities. NJs. Camastro holds a JD from Ohio Northern University-Pettit CoHege of 
Law and a bachelor's degree in elementary education. Prior to her employment at West Virginia 
Business College she was an elementary school teacher. 

5.41 How does the campus ensure that employment assistance is offered to all students'J 
The campus ensures that employment assistance ls offered to all students through the use of a track-it 
program. The career senric-es dep-artment has a weekly meeting with thedire<:torto review progress and 
to verify that the necessary forms from the student are completed. Resume workshops are provided along 
whh career services and in-class presentations. Forms completed and interviews whh students occur 
every six weeks to ensure-all students are-accounted for and that forms are up~to~date and complete-, 

5.42 Are follow-up studies on graduate and employer satisfaction conducted at specific measuring points 
following the placement of the campus's graduates•) 
[8J Yes D :\Jo D J'\ot Applicable (There have been no graduates.) 

5.43 Does the campus use placement percentages or salary projections as part of its recniiting activities" 
0Yes IS]'lo 

5 .44 Describe the extracurricular educational acti\'ities of the campus (if applicable). 
Not applicable. 

6. EDlTA TIO'iAL FACILITIES 

6.0 I Describe the physical facility of the campus (Include details such as campus location, square footage, 
distribution of space, parking situation, and any other pertinent infonnation) 
The WVBC main campus is located at 1052 Main Street in \\'heeling, West Virginia, and occupies a 
multi-level building approximately 11,000 square feet in size. A new addition was added in 2002 to 
enhance the adjoining building. A state-of-the-art surgical suite with a classroom \Vas added in 2011 as 
well as a law library in 2014, complete with Westlaw access for legal research purposes. The campus has 
general classrooms for business and computer classes. Private study areas, a student lounge, and a meeting 
room/auditorium are available for student use. There are two bathrooms located on the first floor; however, 
these seem to be oven:vhelmed at times for the number of staff and students occupying this building. The 
building is a wireless environment that utilizes an interactive display monitor, DVD players, a television, 
and an overhead projector Several offices for administrative use are located at the main entrance of the 
college. The campus is conveniently located in regard to restaurants, parking facilities, and public 
transportation. 

6.02 Does the campus utilize any temporary additional space locations" 
0Yes IS]l\o 

6.03 Does the campus utilize learning sites'J 
0Yes IS]l\o 
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6.04 Are all facilities (including additional space and learning sites) appropriate for the size of the student 
population and the programs offered? 
12] Yes D l\o 

6.05 Are the following appropriate to support the student population and the programs offered at all locations 
(including additional space and learning sites): 
(a) Equipment? 
OYes 12]1\o 
(b) Instructional tools? 
12] Yes D l\o 
(c) \fachinery? 
IZ]Yes O1\o 

If No for any item, insert the section number in parentheses and explain 
(Section 3-1-601): The campus does not have equipment that is appropriate to support some of the 
programs offered at the campus. Details on these deficiencies are listed below in the Section 9 for the 
allied health programs. 

6.06 Is there evidence on file to show that all campus facilities are in compliance with fire, safety, and sanitation 
regulations? 
12] Yes D l\o D l\ot Applicable 

7. PLIBLICATIONS 

7.0 I \Vhat catalog was used during the evaluation? (Include the year, number, and volume. if appropriate) 
The catalog used during the evaluation was the West Virginia Business College catalog, Volume 23, 
effective from January 1, 2016 to December 31, 2017, and last updated on September 12, 2016. 

7.02 Does the campus publish a catalog that is appropriately p1inted and provided to all enrolled students? 
IZ]Yes O1\o 

7.03 Does the catalog contain the follo\.\ling items 
(a) A table of contents and/or an index? 
IZ]Yes O1\o 
(b) An indication of the year(s) for which the catalog is effective on the front page or cover page? 
12] Yes D l\o 
(c) The names and titles of the administrators? 
IZ]Yes O1\o 
(d) A statement of legal control which includes the names of trustees, directors, and otlicers of the 

corporation? 
IZ]Yes O1\o 
(e) A statement of accreditation? 
12] Yes D l\o D l\ot Applicable (initial applicant) 
(f) A mission statement? 
IZ]Yes O1\o 
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(g) A list of full-time faculty members, qualifying credentials, awarding institution, and area of teaching 
specialization') 

1:21 Yes D l\o 
(h) An academic calendar') 
i:21Yes 01\o 
(i) A full disclosure of the admission requirements') 
1:21 Yes D l\o 
U) A statement for each curriculum that includes a statement of objective or purpose; an accurate and 

complete list of all courses in the curriculum with a unique identifying number, title and credit or clock 
hours awarded. the total credit or clock hours required to complete the cuniculum, any necessary 
requirements for certification, licensing, or registration needed to work in the field: and any additional 
requirements that must be met to complete the curriculum') 

i:21Yes 01\o 
(k) A description of each course that includes the identifying number, a title. credit or clock hours 

awarded, a concise description of the course contents, and any necessary prerequisites and/or 
corequisitesc1 

i:21Yes 01\o 
(1) An explanation of the grading system that is consistent with the one that appears on the student 

transcript? 
i:21Yes 01\o 
(m)A definition of the unit of credit') 
D Yes [gj l'\o D l'\ot Applicable (The campus does not award credit.) 
(n) A complete explanation of the standards of satisfactory academic progress? 
1:21 Yes D l\o 
(o) A description of the certificates, diplomas, and/or degrees awarded along with a statement of the 

requirements necessary for completion of eachc1 
1:21 Yes D l\o 
(p) The transfer of credit policy') 
1:21 Yes D l\o 
(q) A statement of the tuition, fees, and any other charges') 
i:21Yes 01\o 
(r) A complete and accurate list of all scholarships, grants, and/or loans offered') 
[gj Yes D l\o D l\ot Applicable (:"Jo scholarships, grants, or loans are offered.) 
(s) The refund policy? 
i:21Yes 01\o 
(t) A statement describing the student services offered') 
1:21 Yes D l\o 
(u) A student grievance policy that includes the name and address of ACICS (which may be in the student 

handbook instead of the catalog? 
[gj Yes D l'\o D J\;ot Applicable (initial applicants only) 

If l\'o for any item, insert the section number in parentheses and explain 
(Section 3-1-701 and Ap1>endix C): The catalog does not include a complete definition of a unit of credit. 
The definition does not include the number of externship contact hours necessary to receive one credit 
(30), as is required given that the surgical technology program has an externship course. 
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7.04 Does the campus offer degree programs') 
1:21 Yes D l\o 

If Yn, does the catalog contain the following: 
(a) An explanation of the course numbering system (for all levels)" 
1:21 Yes D l\o 
(b) Identification of courses that satisfy general education requirements (for occupational associate' s, 

academic associate's, and bachelor's degrees only)" 
1:21 Yes D l\o D '\Jot Applicable 
(c) Identification of courses that satisfy the concentration requirements (for academic associate' s and 

bachelor's degrees only)') 
D Yes D l\o 181 '\Jot Applicable 
(d) Identification of courses that satisfy the upper-division (for bachelor's degrees only)" 
D Yes D l\o 181 'lot Applicable 

7.05 Does the campus offer courses and/or programs via distance education? 
D Yes 1811\o (I/No. skip 10 7.(Jn.) 

7.06 Is the catalog updated at an appropriate interval? (An addendum/supplement should not be used as a 
substitute for meeting this expectation.) 
1:21 Yes D l\o 

7.07 Does the catalog contain an addendum/supplement? 
D Yes 1811\o (//No. ski/' lo ".08.) 

7.08 Is the catalog available online'J 
[gj Yes D l\o ({11'./o, skip to '."_()9.) 

If Yes, does it match the hard copy version? 
i:21Yes 01\o 

7.09 Does the campus utilize a multiple-school catalog? 
1:21 Yes D l\o (I/No, skip lo './0.) 

If Yes, ansvier the following: 
(a) Are all campuses using the same catalog of common ownership? 
i:21Yes 01\o 
(b) Are all photographs properly labeled to identit\· the location depicted? 
D Yes D l\o 181 'lot Applicable 
(c) Are faculty and staff properly identified with respect to the campus to which they belong? 
i:21Yes 01\o 

7.10 Is all advertising and promotional literature, through any type of media (social media, web site, 
newspapers, etc), truthful and dignified? 
D Yes 1811\o 
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If No, insert the section number in parentheses and explain 
(Section 3-1-703 and Appendix C): The institution uses the word "guarantee" for advertising in a way 
that may be misleading to current or prospective students. The campus uses a brochure that indicates the 
campus offers '·guaranteed graduation dates." The campus should not guarantee any student's graduation 
from his or her academic program Also, the commercial titled "Mi stakes" that is used by the institution 
has an individual who states that" they chose a program that's right for me," which isn't truthful as to 
how the campus works with a potential student to help him/her select a fitting program of study. Finally, 
the commercial titled ''Future" indicates that WVBC is ''an accredited college," without mentioning 
ACICS. An institution is not permitted to use such statements as '·accredited" without including the name 
of ACICS. 

7.11 Is the correct name of the campus listed in all advertising, \veb postings, and promotional literature 0 

121 Yes D Ko 

7. l 2 Where does the campus advertise (publications, on line, etc.)? 
The campus advertises online through its website and Facebook, with brochures, and with commercials on 
local TV stations. 

Are all print and electronic advertisements under acceptable headings? 
121 Yes D Ko 

7. l 3 Does the campus use endorsements, commendations, or recommendations in its advertising" 
C8'.] Yes D l\""o ({f.Vo, skip to '""'.f-1.) 

If frs, describe how the campus uses endorsements, commendations, or recommendations in its 
advertising. 
The campus uses two commercials, one in which a prospective student talks about her visit to the campus 
and how· she will attend after her high school graduation to get sta1ted with training for a career, and one in 
which a current student discusses how college didn't work out for her before, but she was able to get into a 
great program at \VVBC and received guidance ,vith working through her defaulted loan. 

If Yes, is there evidence that prior written consent was obtained and that all representations are factual and 
portraying current conditions') 
121 Yes D Ko 

7.14 Does the campus utilize services funded by third parties') 
D Yes C8'.] I\o ({f}./o, skip to -:_ I 5.) 

7.15 Does the campus avoid offering monetary incentives to attract students and avoid making guarantees for 
job placement or salary for graduates" 
D Yes 121 Ko 

Ifj\'o, insert the section number in parentheses and explain 
(Section 3-1-703 and Appendix C): The campus does not avoid making guarantees for job placement. 
Verbiage used on the website includes "Launch your medical career: WV Business College can get you 
started in a medical field and find you a quality job for a bright future." This statement does not indicate 
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that the education gained from the campus would be the impetus for getting a start in the medical field, and 
that the campus would provide employment assistance at the completion of the students' program. 

7.16 Is the phrase "for those who qualify" properly used in all advertising that references financial aid? 
D Yes ~ 'Ko D 'Kot Applicable (The campus does not participate in financial aid.) 

If No, insert the section number in parentheses and explain 
(Section 3-1-703 and Appendix C): The institution does not use the phrase "for those who qualify'' when 
referencing financial aid in all advertising. The institution uses a brochure that indicates the campus offers 
"one-on-one financial aid counseling," but no mention of qualification for financial aid is made in this 
publication. 

717 What campus and program perfomrnnce infom1ation does the campus routinely provide to the public, and 
does it match the most recent CAR 0 
Prior to the visit, the campus was disclosing only some program-level placement rates, by campus, using 
the US. Department of Education's gainful employment disclosures template During the visit, the campus 
revised its Consumer Infonnation webpage to include a link to the campus's 2015 CAR summary 
document, in order to disclose campus- and program-level retention and placement. Therefore, the 
infomrntion provided to the public does match the most recent CAR 

If the campus publishes additional information, desc1ibe 
The campus also publishes infonnation as to how long it takes for graduates of their programs to complete 
the program, as is required by the U.S. D0E's gainful employment disclosures template. 

Where is this information published, and how frequently is this information being updated'J 
This information is published on the institution's website, and is being updated annually, in conjunction 
with the submission of the CAR. 

8. LIBRARY, INSTRLCTIO:\AL RESOURCES, AND TECH:\OLOGY 

FOR ALL PROGRAl\lS 

8.0 I Has the campus developed an adequate base of library resources':1 
~Yes O:',l'o 

8 02 Does the campus ensure access of library resources to all faculty and students, including students at 
nonmain campuses':1 
~Yes D:',l'o 

8.03 Describe the training and support to faculty and students that the campus provides in utilizing library 
resources as an integral part of the learning process. 
(Section 3-I-S00(f)): The campus does not provide training for students and faculty to utliize library 
resources as an integral part of the learning process. Upon interview, Ms. l(b)(6) I indicated that she and 
Ms.~b)(6) lshare the responsibility for the library. However, Ms. Comastro-Saus 
completed Gale online library training on day two of the on-site visit after signing a job description as 
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library coordinator on September 12, 2016; and her data sheet does not indicate library coordinator as a 
part of her duties. There was no evldence that Ms. Magers has received library training. The library 
training for students includes login and password info:rmation for the Gale Virti1al Library,. which is 
given to them by faculty during the first week of the term. Students enrotledin the legal program are 
provided login information for the Westlaw database by their instructor, The campus. provided an e-mail 
to the team indle-ating that Westlaw training had occurred this spring at the Wheeling campus. 

The campus library is a large room Mth shelved law books and a few other physical resources. There are 
two computer terminals where the campus explained that students are abie to access Westiaw and the 
Gale VirtuaJ Library, There were no signs or handouts in the library at the time of the visit that would 
help students access on line resources, and there was no information on whom to contact should difficulty 
arise in accessing these resources, Students can access digital content in the campus computer 
laboratory, and there was one small sign in the computer lab that listed a virtual library password, 

Ms. Carol Lawrence, medical instructor/department chair, walked the team through the steps necessary 
to log into the virtual library; however, upon interview, she indicated that there had been faculty training 
sometime during her tenure at the school during the past five years, but no training had occurred in the 
past year. Several new faculty have been hired who did not have the benefit of that previous training, and 
the faculty are expected to orient students to the library and its resources. 

8 04 Are adequate staff provided to support library development, organization of the collection, and access of 
librarv resources" 
ISJY~s 0'1o 

8.05 Describe how the campus develops continuous assessment strategies for resources and information 
services? 
The campus provides a Library Resource Suggestion fonn for students and faculty to list any books, 
software, or reference materials that they would like to see added to the library. Any suggestions are 
forwarded to the department heads and then on to the campus director for approval If approved at the 
campus level, the request is fonvarded to the corporate general manager, Mr. James \Veir, for approval. 

Are these methods appropriate" 
ISJYes 0'1o 

8.06 Describe the training process for the library staff 
\Vhile the team was on site, the designated library coordinator viewed training: materials available on the 
Cengage website for familiarity with the Gale Vittual Library databases. 

FOR OCCllPA TIONAL ASSOCIATE'S, ACADE,IIC ASSOCIATE'S, BACHELOR'S, A:\D 
MASTER'S DEGREES O:\LY 

8 07 Is the campus's established annual budget appropriate to the size and scope of the campus and the 
programs offered. and is the allocation appropriately expended for the purchase of books, periodicals, 
library equipment, and other resource and reference materials? 
ISJYes 0'1o 
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8.08 What is the amount of the current year's library budget excluding personnel allocations? 
Jfn~• PilI'f~Pt• y~ijr\ i•l~6w~•·pµqg~t • ~$•$j;~QQQ; 

8.09 

How· has the money been allocated? 
The funds were used to pay for the Gale Virtual Library and a subscription to Westlaw. Invoices were 
provided to the team indicating payment for access to the Gale Virtual Library for the year and payment 
for the Westlaw database. 

8. 10 Pe.sc.ri~e. tb~ .. Pr.()c.e.ss ()( i11c.ll1clir1g_the.f ~ct1lty i_11 __ se.le.c.ti()l1 ()r} i~~~TY..re.s.()11rc~.S. .................................................................... . 
the• &ampus•provldes•a•IGI&iaij• Resource•Suggesfion• roon• ror•srudents•and•t"acuitSt•10•1, st•ar±y•&ooks~ 
software, or reference materials that they would like to see added to the library. Any suggestions are 
fmwarded to the department chairs and on to the campus director for approval. If approved at the campus 
level, the request is forwarded to the general manager for final approval. 

8. 1 1 Are the library hours adequate to accommodate the needs of all students? 
~Yes O'Jo 

FORNONDEGREEPROGRA~SO~LY 

8.26 Are appropriate reference materials and periodicals available for all programs offered? 
[8J Yes D 'Jo 

8.27 Are the instructional resources organized for easy access, usage, and preservation? 
~ Yes D 'Jo 

8.28 Is there a current inventory of instructional resources? 
~Yes O'Jo 

8.29 Does the campus have appropriate and sufficient instructional resources, equipment, and materials to meet 
its educational program objectives and student needs? 
~ Yes D :'-lo 

FOR OCCL"PA TIO:\AL ASSOCIATE'S DEGREES ONLY 

8.30 Has the campus designated an individual v-iith the ability to maintain the resources and to assist students 
and facultv? 
~Yes · O'\lo 

8.31 Do the resources include the study, reading, and information technology facilities necessary to support the 
effectiveness of all the courses and programs offered by the campus? 
~Yes O'Jo 

832 ls there a current inventory of instructional resources, including online resources? 
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t8J Yes D ~o 
'Jfij~• 11~y~19~~• t~%Y•~ijq~~•qq•#91••s1rsµj~1~• ~p•tR~f ~• ~m~•#~•s11'£111~ijij11•~1~1~~11~~••~yit~ij1~i••~ij~~v~r:••f ij~ 
~~rnpi,~••~tij••prqyfgij.~y~g~~~~•9ft)]ij•µ~ijgij.gf7tD~•qijj~ij~•gijj~plit~~$•lP•t1Jij.~ij~•·~D1lij•qn~1~ij. 

8.33 Are the resources organized for easy access and usage? 
C8:J Yes D ~o 

8.34 Provide evidence, including specific examples, of how faculty encourages the use of the library. 

~Y~my•qQµm$~•~~µgnt• ~~•~n~• P~mpµ~•~ijpiµq~~••~~••~nq~y~~µ~i••~~Y,~\1/••~mgj~qt•<~1-••~••~~r~~fp~g~•~~· p~p¢r; 
~n~••~i~~n~~••~t~•~~qq~~~g••~9••~~~••~•m~n~~ijm••gt~ijti•r~~§~rq~~•~§•q§i~~~~~•~n~~••vITTPJ~q~i••~nR1lµg1Rs ............ . 
ppj•~ttj$1••~niqt•qnl~q~•t~~qµr¢~§•ijxij,1~PI~•$~•tD~••q~fnpµ~:••:~y~q~q£~•qffp~~~••pt pj~qf§•}Y~§•£Pn1~1n~g••~n 
p1~~~••$~lt~p1••~11q•w~~• 9Q@rmijc1• tlf)Q~•]n1~rR•1~~•1,~,•~n~• t:~qµtf y• ~ij••$ic!ij111$:• 

8.35 Do the library holdings, including on line collections, support all of the offerings of the campus? 
~ Yes D ~o 

9. PROGRAM EVA LUA TIO'.\'. 
Occupational Associate•s Degree in Surgical Technology 

FOR ALL PROGRAl\1S 

9.01 ls Ii censure, certification, or registration required to practice in the specific career field? 
D Yes ~ ~o ((flv'o, skip lo <J.02) 

9.02 Who is assigned to administer the academic program listed above, and what are this person's 
qualifications? 
Ms ~b)(6> lis the part-time surgical technology instructor/program administrator. Ms l(b)(5> lis 
a graduate of Florence Darlington Technical College in South Carolina where she earned a diploma in 
surgical technology. She is also a certified surgical technologist (CST). In addition, she holds certificates in 
cosmetolo.1:,ry and medical transcription. Upon review of her faculty file, the team found no evidence on her 
resume, employment application, or AClCS Data Sheet of work experience to supplement her education. 
Upon request, a revised resume was provided that reflected her experience as a surgical technologist with 
an oral surgeon for four months in 2010. 

9 03 Does this individual possess appropriate academic or experiential qualifications? 
D Yes r8:] ~o 

If No, insert the section number in parentheses and explain: 
(Sections 3-1-511 and 3-3-302(b)(d)): Ms.~b)(6> ~snot qualified to administer or teach in the surgical 
technology program. Her experience inclusive of the four months in an oral surgeon's office in 2010 is not 
adequate to supplement her level of education (diploma). Instructors teaching courses other than general 
education shall hold bachelor's degrees at a minimum and shall be assigned based on their major and minor 
academic preparation and/or related experience. No documentation indicating exceptional professional 
level experience or demonstrated competency for MsJb>(5> lwas available to the team. Therefore, 
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9.04 Describe what evidence there is that the program administrator has sufficient authority and responsibility 
_for the develo ment and administration of the educational rogram(s . 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
0Yes ~No 

9.06 Does the program meet the needs of its students and the requirements of the Council, as shown by student 
achievement outcomes which meet or exceed the standards for the following areas: 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs~ 1 year in 
length)? 
D Yes ~ No D Not Applicable (Data not available.) 

(b) Student placement rate of 70 percent? 
~ Yes D No D Not Applicable (Data not available.) 

If No for either item, does the campus provide a Campus Effectiveness Plan (CEP) that includes an 
improvement plan for this program with data, analysis, and activities to meet or exceed Council 
requirements? 

~Yes 0No 

If Yes, what activities does the campus have planned to improve the student retention and placement rates? 
if:he cru:nrus director_, departmentJi.ead, and staff::will work to toget:hef'tQ up.date tei tbooks and acqµtr~ 
frl1lhet ·a~qemio mat~ritli~ fo erihanc~ 'H1epiogram a,nd S\ipp6rt 'th~ '$fildentl In ~dditionl the •~amptis 
director will review compute[ medical assistant skills: to include in. the Rrogram in order to assist sudrtcaf . • ···• • • ;;, • •.• ·•·· .... d . . "• . •;;., t • ·•· J ;,. • ··. ii\• ('" "· "' "· m. ·•• m •• ·" ··•· "· mm,"" "· m "· "· m .,., m. "· m .,., .. "· m "· m, m, m , .. '" "· "· "· m. m. •• •• ,,:0 . "· "" 
tecp99l9gy, grn 1:g~.t~sJi},_J\e,,,;;,.9~rt1Yt~i 

9.07 Does the program utilize a variety of community resources to enhance student achievement and potential 
career opportunjties? 
0Yes ~No 
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9 08 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
D Yes ~ '\Jo 

ILVo, insert the section number in parentheses and explain: 
(Section 3-1-703 and Appendix C): On the institution's website, the gainful employment disclosure for 
the surgical technology program indicates that a graduate of the surgical technology program may gain 
employment as a Health Specialties Teacher, Postsecondary." While the National Center for Education 
Statistics' Classification of Instructional Programs (CIP) to Standard Occupational Classification (SOC) 
crosswalk does map out that graduates of programs with the CIP code for surgical technology (51.0909) 
are employed under the titles of"surgical technologists" and "health specialties teachers, postsecondary," 
the latter position requires a bachelor's degree, certification, and/or ,vork experience that is not consistent 
with the objectives and outcomes of this program The inclusion of such title under the template item 
"Positions that recent completers were hired for include" would also imply that a previous completer or 
graduate was hired as such, if accurate. 

9 09 Does the program include an externship? 
t8J Yes D '\Jo (I/No. skip to(), /0.) 

(a) Does the institution have a mutually signed written agreement that outlines the arrangement between 
the institution and the externship site, including specific learning objectives, course requirements, and 
evaluation criteria? 
D Yes lZ] :-,.J"o D :--.rot Applicable (T\·o student is at the point of needing them.) 

(b) Is the experience supervised by an appropriately qualified faculty member'.! 
D Yes I8J :--.ro 

What evidence is there that the extemship is an appropriate culmination of previously studied theory and is 
appropriate for the program's objectives? 
The extemship, as described in the syllabus, is an appropriate culmination of previously learned theory. At 
this time, however, the clinical experience does not provide all of the necessary surgical cases and 
experiences in the varied categories listed. 

If l\'o, insert the section number in parentheses and explain: 
(Section 3-1-513(a) and Glossary): The campus does not have an active and complete extemship 
agreement on file, nor an appropriately qualified faculty member to supervise the experience, for the 
students who are going on extemship in a few weeks after the visit. The affiliation agreement with Wetzel 
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9.10 Does the program use independent studies? 
t8:] Yes D No (If No, skip to 9. 12.) 

9.11 Are independent studies used appropriately, and is there a contract signed by the student and the institution 
that meets Council standards? 
D Yes t8:] No 

9.12 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
t8:] Yes D No 

9.13 Are course prerequisites appropriate , are they identified in the catalog, and are they being followed ? 
D Yes t8:] No 
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9 14 Is an appropriately detailed syllabus on file for each course that includes the following elements: 
(a) Title and course descriptions') 
i:21Yes 0:-Jo 
(b) Course numbers? 
1:21 Yes D 'Jo 
(c) Course prerequisites and/or corequisites') 
i:21Yes 0:-Jo 
(d) Instructional contact hours/credits') 
1:21 Yes D 'Jo 
(e) Leaming objectives 
1:21 Yes D 'Jo 
(t) Instructional materials and references') 
1:21 Yes D 'Jo 
(g) Topical outline of the course? 
1:21 Yes D 'Jo 
(h) Instructional methods') 
1:21 Yes D 'Jo 
(i) Assessment c1iteria? 
1:21 Yes D 'Jo 
(j) \frthod of evaluating students') 
1:21 Yes D 'Jo 
(k) Date the syllabus was last reviewed" 
1:21 Yes D 'Jo 
For Title IV participant ct1111pu.'fie.'fi that /un·e lecture courses in rredit hour program.Iii or clock-to-credit 
hour program.\· only: 
(]) Out-of-class work assignments that support the learning objectives for the course 0 

~ Yes D :"Jo D :"Jot Applicable (clock hour program) 
(m)A description of the minimum amount of time a student is expected to spend on completion of the 

\Vork assignments') 
1:21 Yes D 'Jo D :"Jot Applicable (clock hour program) 

9 15 Do students confirm that thev receive a course syllabus and that it is followed') 
0Yes 181:-Jo " " 

If No, insert the section number in parentheses and explain 
(Section 3-1-513(a)): Students do not confirm that they receive a course syllabus. Students reported that 
the syllabus for the quat1er is posted on the wall in the classroom, but they do not receive an individual 
copy, and the syllabus is not posted online or elsewhere for them to access when not in the classroom 
Students only have the syllabus to reference at any given time if they take a picture of it on their phone or 
other device with a camera. 

9.16 Are the courses available when needed by the student in the normal pursuit of a program of study') 
1:21 Yes D 'Jo 

9.17 Does the campus participate in Title IV financial aid? 
1:21 Yes D 'Jo (I/No" skip 10 9"20) 
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9.18 Does the campus's written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the U S. Department of Education for Title IV funding') 
D Yes cg] ~o D ~ot Applicable (clock hour programs only) 

ILVo, insert the section number in parentheses and explain 
(Section 2-2-50l(a) and 3-1-516(a)(i)) The team \Vas unable to determine the reliability and accuracy 
of the campus's assignment of credit hours to the surgical technology program While the campus 
indicates a definition of a quai1er credit that is consistent with ACICS 1s and Title IV's requirements for a 
quarter credit, the team was presented with inconsistent information in regards to the campus's surgical 
technology program externship course, J\,·!D800 Operating Room Internship The ACA presented to the 
team prior to the visit and in the team room indicated l\:fD800 as a !0-hour lecture, 84-hour extern ship 
course that calculated to be 3 .8 total quarter credits; the catalog presented to the team listed the course as 
being 8 credits. In conversation, the campus indicated that the AC' A \Vas incorrect and the course 
contained no lecture hours and more extemship course hours, in order to be 8 credits. After such 
conversation, a different ACA was provided by the campus director that then listed the externship course 
as being 376 externship hours, and 12.5 credits. Further, review of the originally provided ACA and 
campus catalog indicated that both program listings add up to 96 credits because the AC A contains a 4-
credit DP216 Excel course and 4-credit 1\:1D800 Operating Room Internship course (rounded up from 
3 8 credits, which may not be done), and the catalog's listing of program courses does not include the 
Excel course, and indicates the internship course is 8 credits. Therefore, the team was unable to make 
any determinations in regards to the hours and credits of the MDS00 course, especially as the course was 
not yet being offered, or whether the Excel course is included in the program. The externship course will 
be initiated with three students in the upcoming October term. 

9_ 19 ls there evidence that out-of-class work or the equivalency is being evaluated') 
IZJ Yes D '-lo D 'lot Applicable (clock hour programs only) 

If Yes, describe the documentation of evaluation viev.'ed on site. 
Each student is required to submit an IRP in each course. This is typically submitted during week eleven of 
each term and is, along wth homework, worth 15% of the final grade. 

FOR ALL VISITS 

9.20 Are the following appropriate to adequately supp011 the number of students and nature of the program 
(a) Facilities? 
IZJYes 0'1o 
(b) Instructional equipmenrJ 
0Yes IZJ'lo 
(c) Resources') 
0Yes IZJ'lo 
(d) Personnel? 
0Yes IZJ'lo 

If Yes for any item, describe hO\v the above items are adequate to support the program(s) 
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The surgical technology program provides students "With a mock surgical suite complete with a bed, back 
table for instruments, working Hght, a scrub sink, and a sterilizer that allows students to prepare to be 
familiar with the OR environment 

ILVo for any item, insert the section number in parentheses and explain 
(Section 3~ 1 ~531 (a)): (a)TI1e instructional equipment, resoure-es, and personnel are not appropriate to 
adequately support the number of students in and nature of the surgical technology program. The program 
course MD-347 Surgical Technology II states that it prepares students to take the National Center for 
Competency Testing (NCCT) certHi cation exam in surgical technology. This examination requires the 
students to complete 50 general surgical scrubs, 20 orthopedic surgical scnibs, and a minimum of55 
surgical scrubs in at least twu of the follO\ving areas· gynecology, genitourinary, cardiovascular, 
neurosurgery, obstetrics, thoracic, peripheral vascular. ophthalmology, ENT, and plastic/reconstructive. 
(b-) There- is not sufficient evidence of instructional equipment/instrumentation in the program for the 
following areas: Orthopedks, gynecology, genitourinary, cardiovascular, neurosurgery, obstetrics, 
thoracic, peripheral vascular, ophthalmology, ENT, and plastic/recons.truct:ive. 
(c) There are not sufficient resources in the fonn of clinical sites to support the required areas of surgical 
technology competency or the number of students. During the interview with Ms. Shannon Smith, chief 
nursing officer at Wetzel Hospital, she stated that there are two regular operating rooms and one 
cystoscopy room. Surgery is petformed three days per week. On the busiest days, approximately six 
surgical cases are performed. Ms. Smith confirmed that the operating room only perfoms cases in the 
following areas: general surgery, minor orthopedics, endoscopy, and cystoscopy. She confirmed that the 
hospital does not pert'onn surgical cases in ENT, gynecologic/obstetrics, cardiovascular, and genitourinary. 
There are three students ready to start their clinicals in two weeks, on October 3, 2016. 
(d) As is described further below, there are not enough personnel to sustain and support this program 

0.21 Describe how are the following elements appropriately incorporated into the instructional components of 
the program 
(a) Systematic planning. 
The school utilizes weekly faculty meetings and bi-weekly department head meetings. The campus 
director reviews curriculum and learning materials as evidenced by the meeting minutes. 
(b) Well-defined instructional objectives. 
(Section 3-l-532(b): The curriculum as published in the catalog and course syllabi does not establish 
learning objectives that evidence measurable student learning outcomes. For example, Surgical Technology 
III (ST .MD347) "enabling objectives" state the student wi11 
1. Actively be involved in classroom discussion. 
2. Be able to distinguish different types of equipment and supplies and to recognize when and how to use 

them 
3 Be tested periodically to detern1ine their level of achievement. 
4 Use school and local libraries to complete compositions, reports and other documents. 
The instructional objectives are not well-defined. They lack specificity, are not outcome-based, and are not 
clearly measurable. 
(c) The selection and use of appropriate and current learning materials. 
Appropriate textbooks are used in the surgical technology courses. Additional instrumentation is needed to 
meet all learning objectives and planned activities. 
(d) Appropriate modes of instructional delivery 
All classes are face-to-face classroom instruction, 
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FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.23 Are all faculty assigned to teach in no more than three fields of instruction , with no more than five 
preparations ? 
[8J Yes D No 

FOR NONDEGRE E PROGRAMS , OCCUPATIO NAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9.24 Do the faculty members ' qualifications meet the minimum requirements outlined in the Accreditation 
Criteria, and are their qualifications academically and experientia lly appropriate to the subject matter 
they teach and the level of the credential awarded? 
D Yes [8J No 

9.25 Is the size of the faculty appropriate to the total student enrollment? 
[8J Yes D No 

FOR OCCUPATIONAL ASSOCJATE'S, ACADEMIC ASSOCJATE'S, BACHELOR'S , AND 
MASTER'S DEGREES ONLY 

9.26 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development of the program? 
D Yes [8J No 
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FOR NONDEGRE E PROGRA l\'IS AND OCCUPATIO NAL ASSOCIATE' S DEGREES ONLY 

9.28 Are teaching loads reasonable ? 
D Yes [gl No 

If No, insert the section number in parentheses , list the instructor and course , and explain : 

~e~t~on;, ~3~~03)~ ) --a;:par1;:~'°?! Cll,1,J?,loye~,f~SP,OnsJ,9le,,f,9x ~AAPhl,,n~ BY~. CQUY,)Se§ ,this 4gacter4 
as, w:eII as''.'adfuinistrafon hf the :program . :Eer t:eac.tiilig foacfcannot be justified oecause''.she fat eaching 

9.29 What is the current student/teacher ratio? 
m e11&ffi8"e.atlfeao~riitatiit>:11iS1~1il11: 

9.30 Is the current student-teache r ratio reasonable for the mode of delivery and course content? 
[gl Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9 .31 Is the number of hours required to complete the occupational associate ' s degree at least 60 semester 
hours , 90 quarter hours , 1800 clock hours , or their equivalent , earned over a period of four semesters, six 
quarters , or their equiva lent? 
[gives □No 

9.32 How does the curric ulum quantitatively and qualitati vely approximate the standards at other collegiate 
institutions offerin g the same degree ? 
it'he::surgi bhl ,irebhndl◊gy;:progt':atn\tt. W ~st ¥ii'.giui!Notto.Jrtii'Cornmi1nit&;:coU eg; ◊ff eis 'an.assbtiat~'s of 
~pp Hell ·set etlt e in surgj c~l lecfindlogy tlfati_s' cbrri~aiab fo''inlehs_th, cum culuttl, 1trt:d credit hburs (60 
~em,ester oreattst Sqtltherrl.Wes\iViigitll,~;;c qpununity ~a,:Techiiicat cqµ,~ge' also offet~ 'an assbciat,~~s'(b~ 
~pp Heed sol en 6e i11 *~tgfoaj,,~eqhno\pgy thl),t appto,sl ~~t~ ,tQ~: t~n_gt)J,,_qµrr\ 94lW:!1,,.@,?L~t~ itJl<?t.it$:, ({59 
semester. credit s) bf WestVirginia Business College, 

9.33 Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes ? 
[gl Yes D No D Not Applicable (no students in the second year) 

9.34 Are the second- year courses based upon appropriate first-year prerequisites ? 
[gl Yes D No 

COMMENDATIONS: 
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9. PROGRAM EVALUATIO~ 
Occupational Associate's Degree in Office Administration Paralegal 

FOR ALL PROGR.\MS 

9 01 Is Ii censure, certification, or registration required to practice in the specific career field') 
D Yes 18:] ~o (ff.Vo, skip to 9.02) 

9.02 Who is assigned to administer the academic program(s) listed above, and what are this person's 
qua! i fi ca ti on s? 

Page 47 DI 75 

Ms.~b)(6) ~ head of the legal department, is assigned to administer the office administration 
paralegal degree program. Ms. ~b)(6) ~as been teaching legal courses at West Virginia Business 
College for 26 years and has served in a leadership role for the program for over 20 years. She has served 
as head of the department since the position was created approximately 15 years ago. Ms. ~b)(6) I 
holds a bachelor's degree in elementary education from West Liberty State College and a JD from Ohio 
Northern University. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
18:]Yes D~o 

9.04 Describe what evidence there is that the program administrator has sufficient authority and responsibility 
for the development and administration of the educational program(s). 
During interviews with the team, the legal department head stated she has sufficient authority and 
responsibility for development and administration of the program, as desciibed in her signed job 
description. Ms ~b)(6) !provided details of a typical week of program administration and 
development that included meetings with paralegal faculty and heads of other departments concerning 
administering the program and choosing textbooks and instructional resources 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
18:] Yes D >Jo 

9.06 Does the program meet the needs of its students and the requirements of the Council, as shown by student 
achievement outcomes which meet or exceed the standards for the following areas: 
(a) Student retention rate of 65 percent (programs> I year in length) OR 70 percent (programs::; 1 year in 
len_s,th)') 
D Yes 18:] l\o D J\:ot Applicable (Data not available.) 

(b) Student placement rate of 70 percent? 
D Yes D l\o ~ l\ot Applicable (Data not available.) 

If No for either item, does the campus provide a Campus Effectiveness Plan (CEP) that includes an 
improvement plan for this program with data, analysis, and activities to meet or exceed Council 
requirements? 

~Yes D ~o 
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9.07 Does the program utilize a variety of community resources to enhance student achievement and potential 
career opportunities? 
[8JYes 0No 

If Yes, list the community resources and describe how they enhance student achievement and potential 

9.08 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
[8J Yes D No 

9.09 Does the program include an externship? 
D Yes [8J No (If No, skip to 9.10.) 

9.10 Does the program use independent studies? 
[8J Yes D No (If No, skip to 9.12.) 

9.11 Are independent studies used appropriately, and is there a contract signed by the student and the institution 
that meets Council standards? 
D Yes [8J No 
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9.12 Are the curriculum and len,brth of the program appropriate to meet the educational and placement objectives 
of the program '1 
i:21Yes 0'1o 

9 13 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed? 
1:21 Yes D 'lo 

9 14 Is an appropriately detailed syllabus on file for each course that includes the following elements: 
(a) Title and course descriptions') 
1:21 Yes D 'lo 
(b) Course numbers? 
k8:[ Yes D 'lo 
(c) Course prerequisites and/or corequisites'1 
k8:[ Yes D 'lo 
(d) Instructional contact hours/credits? 
k8:[ Yes D 'lo 
(e) Leaming objectives 
k8:[ Yes D 'lo 
(f) Instructional materials and references'1 
k8:[ Yes D 'lo 
(g) Topical outline of the course'1 
k8:[ Yes D 'lo 
(h) Instructional methods? 
k8:[ Y cs D 'lo 
(i) Assessment criteria'1 
k8:[ Yes D 'lo 
(j) \'1ethod of evaluating students'1 
k8:[ Yes D 'lo 
(k) Date the syllabus was last reviewed'1 
k8:[ Yes D 'lo 
For Title IV participant ct1111puses that hal'e lecture courses in credit hour programs or clock-to-credit 
hour program.\· only: 
(1) Out-of-class work assignments that support the learning objectives for the course'1 
k8:[ Yes D 'lo D 'lot Applicable (clock hour program) 
(m)A description of the minimum amount of time a student is expected to spend on completion of the 

work assignments'1 
[8J Yes D :"Jo D :"Jot Applicable (clock hour program) 

If No for any item, insert the section number in parentheses, list the courses, and explain: 

9 15 Do students confirm that they receive a course svllabus and that it is fol10\ved'1 
OYes k8:['lo · • 

(Section 3-l-513(a)): Detailed syllabi are not made available to each student enrolled in the class. During 
the on-site visit, students, faculty and administration stated to the team that students are not provided with 
syllabi for classes. A single hard copy of each syllabus is physically posted in the classroom where a 
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course is taught. Students requesting a hard copy of syllabi may request one from the office. However, 
some students stated they did not receive hard copies when requeste,L Syllabi are not posted online. 

0.16 Are the courses available when needed by the student in the nonnal pursuit of a program of study'} 
[><J Yes D "lo 

9.17 Does the campus participate in Title IV financial aid') 
[><J Yes D "lo (!/No. skip 10 9.cO.) 

9_ 18 Does the campus's written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition ofa credit hour as defined by the US. Department of Education for Title IV funding') 
[g] Yes D '\Jo D '\Jot Applicable (clock hour programs only) 

9. 1 () Is there evidence that out-of-class work or the equivalency is being evaluated? 
[g] Yes D '\Jo D '\Jot Applicable (clock hour programs only) 

If Yes, describe the documentation of evaluation viewed on site. 
During the on-site visit, the team viewed various graded homework assignments. Homework reviewed 
included legal briefs, research papers, and sample legal documents for filing in state and federal courts. 
The team observed homework grades recorded in the faculty members' gradebooks. 

FOR ALL VISITS 

()_20 Arc the follo\ving appropriate to adequately support the number of students and nature of the program 
(a) Facilities') 
[><J Yes D "lo 
(b) Instructional equipment') 
[><J Yes D "lo 
(c) Resources') 
[><J Yes D "lo 
(d) Personnel') 
[><J Yes D "lo 

If Yes far any item, describe how the above items are adequate to suppon the program(s) 
(a) Facilities: there is sufficient classroom space, study areas, parking and administrative office space to 

support the program. 
(b) Instructional Equipment there are sufficient computer tenninals to allo\V each paralegal student access 

to the Westlaw and Gale online databases during class time for in-class exercises and for students 
during out-of-class time. Recently, a large interactive display monitor was purchased for the campus 
library. Instructors may reserve the library in order to use the monitor to enhance a particular learning 
expenence. 

(c) Resources: paralegal students have personal access keys to Westlaw, a major on!ine legal database, to 
conduct legal research. There are also valuable hard copy forms books available in the campus library 

(d) Administrative support is available to assist the legal department head and faculty with administrative 
tasks. 
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9.21 Describe how the following elements are appropriately incorporated into the instructional components of 
the program 
(a) Systematic planning. 
Department heads and faculty meet weekly to discuss program requirements., such as course content, 
textbooks, and instructional equipment. Course syllabi are reviewed at least annually. Recommendations 
are fonvarded to the campus director and the institutionrs general manager for final approval and 
tmplementatioIL 

(b) Well-defined instructional objectives. 
(Section 3-1-532(b)): The course curriculum as published in the catalog and course syllabi do not establish 
learning objectives for each course that evidence measurable student learning outcomes, and the learning 
objectives are not well-defined. The objectives are generic and lack the ability to adequately measure 
course outcomes \Vhich hinders the assessment of student progress and does not adequately provide for 
student demonstration of the mastery of necessary content to complete the courses or the program of study. 

The following are examples of"terminal objectives" as published in the LG126 Legal Terminology 
syllabus: 
"The student will learn. 
1 To have a working knowledge of terminology of courts and court procedure, contracts. commercial 

laws, partnerships, corporations, insurance, administrative law, agency law, bankruptcy, labor and 
employment, legal ethics, ciiminal law, family law, to11S, ta'X and wills, trnsts and estates 

2 Use legal vocabulary 
3. An appreciation of the law.'' 

( c) The selection and use of appropriate and current learning materials. 
(Section 3-l-532(c): Required instructional components do not include use of some appropriate learning 
materials. 
As evidenced in the course syllabus, LG235 Immigration Law utilizes a textbook, "Leaming About 
Immigration Law," 3rd edition, ISBN 9781418032593, Scares, Delmar Cengage Leaming, is copyrighted 
in 2006. Immigration Law is a dynamic area of the law and is changing at least annually with laws and 
regulations having constant updates. A 10-year-old textbook is not appropriate for this course. 

As evidenced in the course syllabus, LG228 Legal Analysis and Writing, 2nd edition, ISBN 
9780827375390, Barber, Cengage Learning, is copyrighted in 1997. While the area of legal analysis is not 
necessarily dynamic, there have been changes in technology affecting legal writing over the past almost 20 
years. Students should have a contemporary textbook. 

It is standard practice in legal offices, large and small, to use electronic client management software to 
track client billing and to store legal documents, case notes, etc. Hands-on use of this software is not 
incorporated into the program, nor are students even provided a demonstration of the software_ Graduates 
of the program seeking employment will be hindered by lack of familiarity with the correct use of 
electronic client management software. 

A great resource that the program does provide to students is access to the Westlaw online database library. 

(d) Appropriate modes of instructional delivery 
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The on-site team reviev-/ed program syllabi and detennined the campus uses appropriate modes of 
instrnctional delivery For example, the syllabus for LG236 Torts/Personal Injury Law states that leaming 
objectives through '·work related scena1ios, use of text based applications, participate in open discussions, 
use of both school library, virtual and local libraries. ,"etc.Interviews with students confinned use ofa 
variety of instructional modes. 
(e) The use of appropriate assessment strategies. 
(Section 3-1-532(e)): There is not appropriate use of assessment strategies. During interviews with 
faculty they stated their concern with the policy that allows students to waive taking the final exam, and 
how it impacts their ability to assess students' mastery of the learning outcomes. Interviews ¼1th faculty 
and students confirmed that students are eligible to ·waive attempting the final exam if the student has no 
more than five absences in the course and that they have an' A' average on \Vork attempted in the course 
through the end of the next-to-last week of the tenn One student stated that although frequently eligible 
to waive the final exam, she takes them anyway in order to fully participate in the educational experience 
and to better gauge her academic progress. The team determined there are two assessment strategy 
deficiencies: 
1) The value placed on the final examination is currently 50 percent, which is a very high value for a 
single assessment. In addition, if the student waives the final exam, the student is, in effect. being 
evaluated on only one-half of the work in the course. 
2) The ability of students to exempt their final week of class, including the final exam, precludes them 
from showing their mastery of the materials presented during each course. 

Additionally, the practice of waiving the exam is not following the published policy. As published in the 
West Virginia Business College 2016-2017 Catalog, V. 23, updated September 12, 2016, p. 13. 

"Final E-xamination. A final examination is required in each course and is given at a specified time. 
Students eligible to be excused from their exam are as follows: 

A Students will be excused because of extreme emergency circumstances as determined by Director, at 
which time students may be asked to present appropriate documentation 

B. Students meet the criteria for the Honors Program. 

Honors Program: All students are eligible to participate in the WVBC Honors Program. An Honors 
Student at West Virginia Business College must earn a grade of an 'A' in all classes of their program to 
gain designation of''With Honors" as expressed on their official transcript." 

In practice, ho\vever, as stated in the narrative above, the team detennined that a student may waive the 
final exam in a particular course if in that course he or she has missed no more than five days in the term 
in that course and is carrying an' A' average in that course. 

(f) The use of appropriate experiences. 
In addition to lecture and lab experiences, the campus assigns appropriate homework and also provides for 
numerous field trips relevant to the program. 

FOR :\ON DEGREE PROGRA\IS A:\D OCCLPATIO:\AL ASSOCIATE'S DEGREES ONLY 
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9.23 Are all faculty assigned to teach in no more than three fields of instruction. with no more than five 
preparations'1 
i:21Yes 0:-Jo 

FOR 'iONDEGREE PROGRA\IS, OCCLIPATIO'iAL ASSOCIATE'S, ACADE\IIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 
9 .24 Do the faculty members' qualifications meet the minimum requirements outlined in the Accreditation 

Criteria, and are their qualifications academically and experientially appropriate to the subject matter 
thev teach and the level of the credential awarded') 
i:21"Yes D 'lo 

9.25 Is the size of the faculty appropriate to the total student enrollment'1 
1:21 Yes D 'lo 

FOR OCCllPATIONAL ASSOCIATE'S, ACADE\IIC ASSOCIATE'S, BACHELOR'S, A'iD 
MASTER'S DEGREES O'iLY 

9 26 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development of the program') 
1:21 Yes D 'lo 

FOR 'iONDEGREE PROGRA\IS A'iD OCCLPA TIO'iAL ASSOCIATE'S DEGREES ONLY 

9.28 Are teaching loads reasonable'1 
i:21Yes 0:-Jo 

9.29 What is the current student/teacher ratio'1 
The shldent/teacher ratio is 3.1. 

9 30 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
1:21 Yes D 'lo " 

FOR OCCLIPA TIONAL ASSOCIATE'S DEGREES ONLY 

9 3 l Is the number of hours required to complete the occupational associate·s degree at least 60 semester 
hours. 90 quarter hours. l 800 clock hours. or their equivalent, earned over a period of four semesters, six 
quarters, or their equivalent') 
i:21Yes O'lo 

9 32 HO\v does the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree') 
The 96 qua11er credit-program quantitatively approximates the standards at other collegiate institutions 
offering the same degree, as similar programs are 9 l quarter credits at West Virginia Junior College, and 
96 quarter credits at :\,,fiami-Jacobs Career College in Ohio. 
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If the curriculum does not approximate the standards at other collegiate institutions , insert the section 
number in parenthe ses and exp lain, using specific examp les : 

i=m!:iii~it~;;lr£$l!lf!!!ii~~ 
sistetn:;#t th¢'Vrittelf!$tiitit2•1t6f' docl Jt"itid ude"a,r tijttddutti &rf ct ove~t~w. 6£ttt~"pa+:a16gat1I io,l httij~ 
Atnedcan legal system .. ,,Whether a. sep.arat~:course(sJ' istts:ea/'dt'tiie inf6rrn.ation ihclud ~d'. ih:1'6tli6r legal ar 
paralegal. c-0urses~ these two subjects lei'notmaUy inch;1oed in,. paraie~a.l': academic".ang, occupatform~ 
~~9ci~t~ 9e,g(~e prograrliif. TheS:¥ $ubjects'.arf cc>nsi9et~4J1,1f ,fo~~patj~n,, 2,~,P,#tal~g~{ s,:ftig~e,s· ~d ,_a,r~ 
tritical foun.derstandln.0 more advancedle0 al courses. 
: •. · .. ·.(• ..• -..• -•. ·.-, ••...••. - · •• <.· .. •.-,-, .• -...•...• < ••• , ·•·•• •• ·.·.·-·.·.·. ''""' ;~::!:.:-·-; ·.·i·.- ...... , •. - .•• < .-•• -•••• -•• ··"· .-.-.•.• ••••••• ,. «···:<· .. :e. .·.·.· .... ,·i· •• , •..• ·. · ..•. ,. · •. · .,< 

~ :feview bff~·e 'te~iri" of c~·rr10~1a P~R:1~she,d 1:n·· o~t.~ojs)ihc;&mparabJ e··s,~~ooI#Jn""tne;p~9 ya11ey; :for 
f:;fam_ph~i,,:W' estVj :qµJi1:~a, Jun:io,i; Q,q,\leS'e a.1;1f.l Mf.amrJ a,~OR,~;,-p~ovi<l_ed ,,Cl;;)'id_~,oJ.,~:th~t)f$OmJ)afab+~;Scp,9ol~ 
require ii1froduof.6tiy ciourses-that<ihclude-inat:erials oniihe American legal system: and on the role"of 
;~i~l~S:,~§;,1YJJPi~:Jv'.~~:~£~t~ml . ; ,, . ' ,. » , ' , , , ,, • , " •• 

9.33 Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
~ Yes D No D Not Appl icable (no students in the second year) 

9.34 Are the second-year courses based upon appropriate first-year prerequisites ? 
~ Yes D No 

9. PROGRAMEVALUATION 

FOR ALL PROGRAMS 

9.01 Is licensure , certification, or registration required to practice in the specific career field? 
D Yes ~ No ((/No , skip to 9.02) 

9.02 Who is assigned to administer the academic program(s) listed above, and what are this person ' s 

9.03 Does this individual possess appropriate academic or experie ntial qualifications ? 
~Yes 0No 

9.04 Describe what evidence there is that the program administrator has sufficient authority and responsibility 
for the develo ment and adminjstratio n of the educational ro0 ram s . 



VER September 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 55 of 75 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient') 
i:21Yes 0:-Jo 

9.06 Does the program meet the needs of its students and the requirements of the Council, as shown by student 
achievement outcomes which meet or exceed the standards for the following areas: 
(a) Student retention rate of 65 percent (programs> I year in length) OR 70 percent (programs S 1 year in 
lens~h)' 
D Yes 1:21 Ko D Kot Applicable (Data not available J 

If No. list programs that fall below the standards. 
The retention rate for the medical assistant program, as reported on the 2015 CAR, is 60 percent. 

(b) Student placement rate of 70 percent') 
1:21 Yes D Ko D Kot Applicable (Data not available.) 

If.iVo for either item, does the campus provide a Campus Effectiveness Plan (CEP) that includes an 
improvement plan for this program with data, analysis, and activities to meet or exceed Council 
requirements') 

1:21 Yes D 'lo 

If Yes. what activities does the campus have planned to imprO\-e the student retention and placement rates" 
WVBC has developed an improvement plan which includes upgrading to new textbooks, more technology, 
and more hands-on experiences in the program, and to improve the communication between staff and 
students. 

9.07 Does the program utilize a variety of community resources to enhance student achievement and potential 
career opportunities') 
0Yes 181:-Jo 

JLVo, insert the section number in parentheses and explain 
(Section 3-1-512(c)): There is insufficient evidence of the use of a variety of community resources in both 
programs. Only a field trip was taken to Belmont Correctional Institution on March 3, 2016. Another field 
trip to a blood drive was taken on January 25. 2016, but it is unclear how the blood drive enhanced student 
achievement or career opportunities for students. 

9.08 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its obj ectivesc1 
i:21Yes O'lo 

9 09 Does the program include an extemship? 
D Yes 181 'lo (If.No, skip /o 9./0.) 

9.10 Does the program use independent studies? 
D Yes 181 'lo (!(No, skip lo 9.12.) 
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9.12 Are the curriculum and len,brth of the program appropriate to meet the educational and placement objectives 
of the program '1 
i:21Yes 0:-Jo 

9 13 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed? 
i:21Yes 0:-Jo 

9 14 Is an appropriately detailed syllabus on file for each course that includes the following elements: 
(a) Title and course descriptions'1 
1:21 Yes D 'Jo 
(b) Course numbers') 
1:21 Yes D 'Jo 
(c) Course prerequisites and/or corequisites'1 
1:21 Yes D 'Jo 
(d) Instructional contact hours/credits? 
1:21 Yes D 'Jo 
(e) Leaming objectives 
1:21 Yes D 'Jo 
(t) Instructional materials and references'1 
1:21 Yes D 'Jo 
lg) Topical outline of the course'1 
1:21 Yes D 'Jo 
(h) Instructional methods? 
1:21 Yes D 'Jo 
(I) Assessment critcria'1 
i:21Yes 0:-Jo 
U) \-fethod of evaluating students') 
i:21Yes 0:-Jo 
(k) Date the syllabus was last reviewed'1 
i:21Yes 0:-Jo 
For Title IV participant campu.\·e.'i that have lecture cour.\·e.'i in credit hour program.\· or clock-to-credit 
hour programs only: 
(1) Out-of-class work assignments that support the learning objectives for the course'1 
1:21 Yes D 'Jo D 'Jot Applicable (clock hour program) 
(m)A description of the minimum amount of time a student is expected to spend on completion of the 

work assignments? 
1:21 Yes D 'Jo D 'Jot Applicable (clock hour program) 

9 15 Do students confirm that thev receive a course svllabus and that it is followed CJ 

D Yes l'><J 'Jo · · 

If No, insert the section number in parentheses and explain 
(Section 3-t-513(a)): Students do not confinn that they receive a course syllabus. During the class visit 
students stated that they never received the course syllabus. The team observed copies of syllabi posted on 
bulletin boards in the classrooms, but students do not receive a copy or a \Vay to access the syllabus outside 
of the classroom. 
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9.16 Are the courses available when needed by the student in the nonnal pursuit of a program of study') 
IZ]Yes O'Jo 

9.17 Does the campus participate in Title IV financial aid? 
12] Yes D 'Jo (//No, skip lo 9.]0,) 

9.18 Does the campus's written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the U.S. Department of Education for Title IV funding'J 
12] Yes D 'Jo D 'Jot Applicable (clock hour programs only) 

9.19 Is there evidence that out-of-class work or the equivalency is being evaluated? 
~ Yes D ;>,J"o D ;>,J"ot Applicable (clock hour programs only) 

If Yes, describe the documentation of evaluation viewed on site. 
The team reviewed the students' end-of-course research prqject, chapter exercises, homework, and graded 
assignments as evidence of out-of-class work. 

FOR ALL VISITS 

9.20 Are the following appropriate to adequately support the number of students and nature of the program 
(a) Facilities'J 
IZ]Yes O'Jo 
(b) Instructional equipment? 
0Ycs IZ]'Jo 
(c) Resources'J 
IZ]Yes O'Jo 
(d) Personnel'J 
IZ]Yes O'Jo 

If Yn for any item, describe how the above items are adequate to ~upport the program(s) 
The medical department lecture rooms, labs, and personnel are standard based on the size of the classes, 
and they contain basic course necessities. 

IfA'o for any item, insert the section number in parentheses and explain 
(Section 3-l-53t(a)): The campus does not provide appropriate equipment to support the program. During 
the team's visit to a laboratory class, faculty and student interviews indicated insufficient supplies for 
clinical classes, and during the physical inspections, the follmving insufficienies were noted. (1) there is 
only one artificial am1 on which students can practice venipuncture, (2) there is no EKG machine in the lab 
which will be required for MD 240 Medical Procedures II, which begins next tenn, and (3) there is no 
phlebotomy blood drawing chair available with a patient safety mechanism. 

9.21 Describe hO\v the follO\ving elements are appropriately incorporated into the instructional components of 
the program 
(a) Systematic planning. 
Instructors are working to upgrade the skills of students through course planning and to encourage them to 

attend seminars and educational workshops, 
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(b) \Veil-defined instructional objectives. 
Instructional objectives are related to the subjects of the program and mirror current health care industry 
trends. 
( c) The selection and use of appropriate and current learning materials. 
Current textbooks are up-to-date and include the new technolo&,1}' in use and discuss the advancements in 
the healthcare field. 
(d) Appropriate modes of instructional delivery 
Instructors approprately use lecture, power points, and clinical specimens and experiences for 
demonstration. 
(e) The use of appropriate assessment strategies. 
Program courses require students to demonstrate their knov-Aedge and skills through quizzes, homework, 
and participation in labs. The use of the final exam, however. is not appropriate. 

(Section 3-1-532(e)): As previously stated in this report, the final examination for all courses counts as 50 
percent of the course grade, and students with an A average in the course are exempt from this exam. This 
means that some students are only being assessed on 50 percent of the required work for the course, and 
they do not have the opportunity to demonstrate mastery of skills learned in the course. 
(f) The use of appropriate experiences. 
(Section 3-l-532(f)): The course MD240 Medical Procedures II does not include appropriate 
experiences. Although the course description in the catalog for MD240 includes electrocardiography 
(EKG), this area of instruction is not included in the course syllabus In addition, there was not a 
working EKG machine on campus as would be required for student mastery of this skill 

FOR :\ON DEGREE PROGRA,IS ONLY 

0 22 Is there an adequate core cl full- and/or part-time faculty to ensure sound direction and continuity of 
development of the educational programs'-' 
l8:JYes O'Jo 

FOR :\ON DEGREE PROGRA,IS A:\D OCCLPATIO:\AL ASSOCIATE'S DEGREES ONLY 

9.23 Are all faculty assigned to teach in no more than three fields of instruction. with no more than five 
preparations') 
l8:JYes O'Jo 

FOR :\ONDEGREE PROGR<\.,IS, OCCUPA TIO:\AL ASSOCIATE'S, ACADE,IIC ASSOCL<\. TE'S, 
AND BACHELOR'S DEGREES ONLY 

9 24 Do the faculty members· qualifications meet the minimum requirements outlined in the Accredi1atio11 
Criteria, and are their qualifications academically and experientially appropriate to the subject matter 
they teach and the level of the credential awarded') 
l8:JYes O'Jo 

0 25 Is the size of the faculty appropriate to the total student enrollment? 
l8:JYes O'Jo 
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FOR OCCUPATIONAL ASSOCIATE'S, ACADE,IIC ASSOCIATE'S, BACHELOR'S, A'iD 
MASTER'S DEGREES O'iLY 

Page 59 of 75 

9.26 ls an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development of the program'J 
C>'.JYes O'Jo 

FOR 'iONDEGREE PROGR<1.,1S A'iD OCCLPA TIO'iAL ASSOCIA TE'S DEGREES ONLY 

9.28 Are teaching loads reasonable') 
C>'.JYes O'Jo 

9.29 What is the current student/teacher ratio? 
The student/teacher ratio is 5. l in the medical assistant program and 1: 1 in the nurse assistant/patient care 
aide program. 

9 30 ls the current student-teacher ratio reasonable for the mode of deliverv and course content? 
C>'.JYes O'Jo 

FOR OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9 31 Is the number of hours required to complete the occupational associate's degree at least 60 semester 
hours, 90 quarter hours, 1800 clock hours, or their equivalent, earned over a period of four semesters, six 
quarters, or their equivalent? 
C>'.JYcs O'Jo 

9 32 How does the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree'J 
Nurse assistant/patient care aide and medical assistant program total clock hours are equivalent to the 
standard found at other institutions. The medical assistant program's curriculum approximates the 
standards found at the Manhattan Institute of Allied l\iiedical Training in Nev-.' York. It should be noted that 
the team could not find, for comparison purposes, any schools that offer a combined nurse assistant/patient 
care aide program. 

9 33 ls enrollment in the second academic year of the t\vo-year program sufficient to support regularly 
scheduled classes? 
[g]' Yes D :"Jo D l\ot Applicable (no students in the second year) 

9 34 Are the second-year courses based upon appropriate first-year prerequisites? 
l3J Yes D 'Jo 

9. PROGR<\.M EVALUA TIO'i 
Occupational Associate's Degree in Business Administration/Computer Application/Accounting 
Occupational Associate's Degree in Computer Support Specialist 
Occupational Associate's Degree in Small Business .Management 

FOR ALL PROGRAMS 
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9.0 1 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes [8J No (If No, skip to 9. 02) 

9.02 Who is assigned to administer the academic program(s) listed above, and what are this person ' s 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
[8:!Yes ONo 

9.04 Describe what evidence there is that the program administrator has sufficient authorit y and responsibility 
for the develo ment and administration of the educational ro ram s . 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
[8J Yes ONo 

9.06 Does the program meet the needs of its students and the requirement s of the Council , as shown by student 
achievement outcomes which meet or exceed the standards for the following areas: 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs ~ 1 year in 
length)? 
[8J Yes D No D Not Applicable (Data not available .) 

(b) Student placement rate of 70 percent? 
[8J Yes D No D Not Applicable (Data not available .) 

9.07 Does the program utilize a variety of community resources to enhance student achievement and potential 
career opportu nities? 
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~Yes □No 

If Yes, list the community resources and describe how they enhance student achievement and potential 

r1e1d,tri;tis:"';rwen§;;seveh'oftn'.crday'ruideven1n~' sfildent.s\veie atBe1i1fonfGofrectioii.atJiistitution·'on __ _ 
[fiebrua~ l~~ i016; or~ratcb '.3,_ZOJ6~ whet~ they had ·a t-Ourof UteJa(Jitlty th~ti focus«! of} the areas w:ttfun 
the ,p<?rrectio~al faci1i~ -w;tiere,busine~~+~rd}T oo,u,;I;~ ~o,r,k ~d ihe v~ous typespfjop, O]?,k?Ort~~~ '. 
,:A,cld~~-O)'la.Uyftheri\verefi:ve of'fender;Sp~alcerswh,p made a preseutat~pna.t1d answered qnesticm.:Si! 

9.08 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives ? 
~Yes 0No 

9.09 Does the program include an extemship ? 
D Yes [gl No (If No, skip to 9.10.) 

9 .10 Does the program use independent studies? 
D Yes ~ No (If No, skip to 9.12.) 

9.12 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program ? 
~Yes □No 

9.13 Are course prerequisites appropriate , are they identi fied in the catalog, and are they being followed ? 
~Yes 0No 

9.14 Is an appropriately detailed syllabus on file for each course that include s the following elements : 
(a) Title and course descriptions? 
~Yes 0No 
(b) Course numbers ? 
~Yes 0No 
(c) Course prerequisites and/or corequis ites? 
~Yes 0 No 
(d) Instructiona l contact hours/credits? 
~Yes 0No 
(e) Leaming objecti ves 
~Yes 0No 
(f) Instructional materials and references ? 
~Yes 0No 
(g) Topical outline of the course? 
~Yes 0No 
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(h) Instructional methods? 
IZ]Yes O'Jo 
(I) Assessment criteria') 
IZ]Yes O'Jo 
U) :\1ethod of evaluating students') 
IZ]Yes O'Jo 
(k) Date the syllabus was last reviewed? 
IZ]Yes O'Jo 
For Title IV participant mmpuses that have lecture cour.,·es in credit hour programs or clock-to-credit 
hour programs only: 
(]) Out-of-class work assignments that support the learning objectives for the course? 
12] Yes D 'Jo D 'Jot Applicable (clock hour program) 
(m)A description of the minimum amount oftime a student is expected to spend on completion of the 

work assignments? 
12] Yes D 'Jo D 'Jot Applicable (clock hour program) 

9 15 Do students confirm that thev receive a course syllabus and that it is followed') 
OYes IZ]'Jo · · 

If No, insert the section number in parentheses and explain 
(Section 3-1-513(a)): Detailed syllabi are not made available to each student enrolled in a class. During the 
on-site visit, students, faculty and administration stated to the team that students are not provided with 
syllabi for classes. A single hard copy of syllabi are physically posted in the classroom where a course is 
taught. Some instruliors use their personal equipment and/or monetary resources to reproduce syllabi for 
students. No student gets a syllabus on the first day of class Syllabi are not posted online. 

9.16 Are the courses available when needed by the student in the normal pursuit of a program of study') 
IZ]Yes O'Jo 

9.17 Does the campus participate in Title IV financial aid? 
12] Yes D 'Jo (//No, sktp to 9,:00,) 

9.18 Does the campus's written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the US. Department of Education for Title IV funding') 
12] Yes D 'Jo D 'Jot Applicable (clock hour programs only) 

9.19 Is there evidence that out-of-class work or the equivalency is being evaluated·-:, 
12] Yes D 'Jo D 'Jot Applicable (clock hour programs only) 

If Yes, describe the documentation of evaluation viewed on site. 
The students and faculty were interviewed and showed evidence of graded assignments for three classes 
and two gradebooks for the current term. Additionally, some of the assignments were also listed in the 
syllabi, 

FOR ALL VISITS 
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9.20 Are the following appropriate to adequately support the number of students and nature of the program 
(a) Facilities') 
i:21Yes 0:-Jo 
(b) Instructional equipment? 
1:21 Yes D 'Jo 
(c) Resources') 
i:21Yes 0:-Jo 
(d) Personnel') 
1:21 Yes D 'Jo 

If Yes for any item, describe how the above items are adequate to support the program(s) 
Programs are supported by recent upgrades to the two computer labs for hardware and software and robust 
interactive display monitor in the lib-rary, The b-usiness and IT programs have adequate facilities, 
instructional equipment, resources, and personnel to support both day and evening classes. 

9.21 Describe how are the following elements appropriately incorporated into the instmctional components of 
the program 
(a) Systematic planning. 
The school utilizes a bi-weekly department head meeting., and weekly faculty meetings. The campus 
director requests review of the cuniculum and learning materials each quarter and this is evidenced in the 
faculty meeting minutes. 
(b) \Veil-defined instructional objecti\'es. 
(Section 3-1-532(b): The programs, as published in the catalog and course syllabi, do not include 
specific learning objectives that are adequate to measure student learning outcomes. 

As an example, IT102 MS Applications and Ce1tification has tenninal objectives as follows 1) about 
certification test and exams, 2) how to prepare for certification test and exams, 3) about resources 
available and 4) about using the computer during testing. Enabling objectives are l) accomplish 
objectives through text-based lectures. 2) accomplish objectives through practical use of a computer, 3) 
take periodic quizzes and tests to measure achievement and 4) become more proficient in using a 
computer. 

For the business courses, BO 116 Oral Communications states terminal objectives as I) the concepts of 
communication as a process, 2) the effects our communication have (sic) on others. 3) how to become a 
better listener, 4) how to develop and deliver an oral presentation. Enabling objectives are: l) 
accomplish these objectives through textbook instruction, lectures, discussions, group projects and 
individual presentations 2) be given tests and/or quizzes periodically to evaluate achievement of these 
objectives, 3) as a minimum, present one (1) five-minute speech to the class and one business 
presentation often to fifteen minutes 4) use school vi11ual and local libraries to complete compositions, 
reports and other documents. 

(d) The selection and use of appropriate and current learning materials. 
Faculty work together with the program lead to ensure that the selected learning materials are appropriate 
and current. 
(d) Appropriate modes of instructional delivery 

The primary mode ofinstructional delivery is face-to-face classroom instruction. 
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(e) The use of appropriate assessment strategies. 
Learning is assessed by using a variety of measures, such as examlnations that measure comprehenslOn, 
written e.xerci ses that measure critical thinking and creativity,. laboratory exercises that measiire the 
students1 understanding and ability to apply what has. been learned. 

(Section 3-1-532(e)): There is not an appropriate use of the final exam as an assessment, however. 
During interviews with faculty they stated their concern with the grade distribution and how it impacts 
their ability to assess students' mastery of the learning outcomes. Two graduating students also voiced 
their views on how this seemed so unusual and did not want their program to be different from other 
programs they might take later since they ·want to be prepared for all future education Students also 
stated \vhile they enjoyed the lack of a final exam, they felt removed from learning opportunities, course 
revie\vS, and final week academic peer participation 

A review of the current term syllabi shows an evaluation and grading breakdown as follows: major tests 
30 percent, quiz 5 percent, homework 15 percent and IRP, and 50 percent final examination. There are 
two assessment strategy deficiencies: 1) the value placed on the final examination is currently 50 
percent, which is a very high value for a single assessment. A value ofno more than 30 percent on a 
single graded element is more appropriate for assessment of student learning outcomes, and 2) the 
ability to exempt the honor program students from their final week of class precludes them from 
showing their mastery of the materials presented during each course. 
(t) The use of appropriate experiences 
The instructors augment the assigned course materials with personaJ work examples and by bringing 
current and changing trends into the classroom 

FOR :\ON DEGREE PROGRA\IS ONLY 

9 22 Is there an adequate core of full- and/or part-time facult) to ensure sound direction and cominuit) of 
development of the educational progran15') 
C2JYes O'Jo 

FOR :\ON DEGREE PROGRA:VIS A:\D OCCLPATIO:\AL ASSOCIATE'S DEGREES ONLY 

Are all faculty assigned to teach in no more than three fields of instruction, with no more than five 
preparations? 
C2J Yes D 'Jo 

FOR :\ONDEGREE PROGR<\.:l,IS, OCCUPA TIO:\AL ASSOCIATE'S, ACADE:l,IIC ASSOCIA TE'S, 
AND BACHELOR'S DEGREES ONLY 

9 24 Do the faculty members' qualifications meet the minimum requirements outlined in the Accreditation 
Criteria, and are their qLtalifications academically and experientially appropriate to the subject matter 
they teach and the level of the credential avvardedcl 
C2J Yes D 'Jo 

9 25 Is the size of the faculty approp1iate to the total student enrollment? 
C2J Yes D 'Jo 
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FOR OCCUPATIONAL ASSOCIATE'S, ACADE:1,IJC ASSOCIATE'S, BACHELOR'S, A'.\D 
MASTER'S DEGREES O'.\LY 

9.26 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development of the program? 
121Yes O'Jo 

FOR :\ON DEGREE PROGRA,IS A'.\D occt·PATIO'.\AL ASSOCIATE'S DEGREES ONLY 

9.28 Are teaching loads reasonable? 
121 Yes D 'Jo 

9.29 What is the current student/teacher ratio? 
The current student/teacher ratio is. 
Occupational Associate's degree in Business Administration/Computer Applications/ Accounting - 2: 1 
Occupational Associate's degree in Computer Support Specialist - 3: 1 
Occupational Associate's degree in Small Business Management- 2: 1 

9 30 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
121Yes O'Jo 

FOR OCClJPA TIONAL ASSOCL'I. TE'S DEGREES ONLY 

9 31 ls the number of hours required to complete the occupational associate's degree at least 60 semester 
hours, 90 quarter hours, 1800 clock hours, or their equivalent, earned over a period of four semesters, six 
quarters, or their equivalent? 
121Yes O'Jo 

9 32 How does the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 

9 34 

The curriculum and syllabi for the three programs align v.iith other collegiate programs. 

The occupational associate's degree in Business Administration/Computer Applications/Accounting was 
compared to a similar program at Kational College. 
The occupational associate's degree in Computer Support Specialist was compared to a similar program at 
l\:liami-Jacobs Career College. 
The occupational associate 1s degree in Small Business Management was compared to a similar program at 
Southern >Jew Hampshire University 

Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
[g] Yes D >Jo D J'\ot Applicable (no students in the second year) 

Are the second-year courses based upon appropriate first-year prerequisites? 
121 Yes D 'Jo 
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COMMENDATIONS: 
The student council has a designated room where they hold their meetings, and they have recently added a printer 
and are in the final phase of repair of a laptop which they hope to have operational soon. Recent activities. include 
an Italian Fest two-day event at Wheeling Heritage Port in July 2016, with the student council and student body 
serving lunch at the Soup Kitchen of Greater Wheeling on August 13, 2016. TI1ey also sponsored a Wheeling 
campus summer sociai on August 20, 2016:. They have fund raising events, and the proceeds \VUl be used for 
graduation day food and a gift bag for the graduating students. 
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Paralcg_al ______ +-A_s~s~o_c_ia_t_e~•s_+-------+--·-·_-+--+---------t-----j 
Office 
Admi ni stration/\.1edi cal 
Assistant/Surgical 
Technician (previous 
version of Surgical 
Technology program) 

Occupational 
Associate's 

4 'I/A 'I/A 1\/A 

Medical Assistant Diploma I I 1\/A "!/A I I I 1\/A 
Small Business 

1 l\fanagement Diploma 2 1 1 >J/A 1 O Q 
f--~'~------+---=-~+-~-~-~--+-~---+-~-+~--~--~+-~~7 

Totals 16 6 7 2 4 1 I 6 50°, 

*Each heading refers to graduates. 

**(Verified as Placed Through PVP) + (Verified as Placed On Site)-:- (Reported as Placed by 
School) x 100 

Table 2: Licensure Pass Rates- :\ot Applicable 
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14. Data Integrity Review 

FOR RENEW AL OF ACCREDITATION ONLY 

QUESTIONS FOR PLACEMENT (TABLE 1) 

Page 68 of 75 

14.1 Describe any discrepancies or pertinent inform ation uncovered from the PVP report, and insert the section 
number in parentheses. (Refer to Table 1 for examples .) 

14.2 

;rhe campu~ subtnitfo~ tw9 pfacemynt~ t9 tml'PVE thaf ha.d be~n made !,et:weeh Jatioatj attdJ'µ,n~ 201q,. 
~gfpQ~~(;i:}fil~,p:ts~~r~ y~~jj j:}4_1.?Y .. tlti:} (;)mP1PY~f J)f gt~gll~~~1 ... atJ4.th.~JC:>~!l .. 11:gf(;)jl}4 ~i~l};lg-~ y~rji2atJ<mJ 

14.3 If there were no successfu l contacts by the on-site team, insert "Section 3-1-303(a) " in parentheses and 
exp lain : 
!the terun.hacfohe 'successful coniact'as.a result"of thef&ui''chlls pf~tced''t6"grad.ua.tes of employer s while 
:~ 'I; ,, 

ons1te~ 

QUESTIONS FOR LICENSURE (TABLE 2) 

14.4 Was the team able to verify licensure pass rates for all programs that require licens ure in order to obtain 
employment in the state where the institution is located? 
D Yes D No ~ Not App licable (Skip to 14.6.) 
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14 6 Summarize the data including placement and licensure rates, where applicable. 
Based on the infonnation provided to the team, which is unofficial until the submission of the 2016 CAR, 
the team was able to verify three of the six reported placements, a verification rate of 50 percent of the 
graduates. The information reported indicates that, if all the placements had been successfully contacted 
and verified, the campus would have prof,,ram placement rates of 100 percent, with the exception of the 
office administration paralegal and the previous version of the surgical technology program, which would 
have placement rates of 50 and 33 percent, respectively. 
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SUM'.\IARY 

Based on the team's review. the following areas require an explanatory response 

Number Section Summarv Statement 
I 2-2-50I(a) and 3-1- The campus does not include the designation of 

516(a)(i) externship hours in its published definition of a credit, 
and the reliability and accuracy of the campus's 
assignment of credit hours to the surgical technician 
prouram cannot be ve1i tied (paues 25 and 43 ). 

2 3-1-111 The CEP does not evaluate the level of student 
satisfaction for camous effectiveness (oage 7) 

3 3-1-203 The team could not verify some graduate placements 
(page 68). 

4 3-1-303(a) and Official transcripts are not maintained for all faculty 
3-1-542 credentials that are listed in the catalog (pages12 and 

28) 
5 3-1-303(1) Student records are not adequately protected from 

water damage (page 12). 
6 3-1-400 The campus does not reflect the highest ethical 

standards in its relations with students (pages l 3 and 
14) 

7 3-1-413 The campus's articulation agreement with Salem 
International Lniversity is not published in the catalog 
nor is an agreement available and listed in the catalog 
about \fountain State Lniversity (page 18) 

8 3-1-422 and The institution does not document compliance with its 
Anoendix D SAP policy (pages 19-22) 

9 3-1-511 The surgical technology program administrator does 
not have the qualifications to administer the program 
or sufficient time to devote to the administration of the 
program (pages 38 and 39). 

10 3-1-512(c) The campus does not maintain evidence that a variety 
of community resources is utilized to enhance some of 
the educational programs (pages 40 and 55). 

II 3-1-5l3(a) Students do not confirm receipt of course syllabi 
(pages 42, 49. 50, 56 and 62). 

12 3-l-513(a) and The learning contracts for independent study courses 
Glossary are not complete (pages 41 and 48). 

The agreement for the surgical technology extern ship 
is not complete (pages 40 and 41 ). 

13 3-1-513(b) Course prerequisites are not being follO\ved in the 
surgical technology oromam (oaue 41). 
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14 3-1-531(a) and 3-1- The campus does not provide appropriate equipment, 
601 instructional resources. and personnel to support some 

of the programs (pages 31, 44, and 57). 
15 3-1-532(b)(e) The educational programs do not include specific and 

appropriate learning objectives or appropriate 
assessments for all programs (pages 44. 45, 51. 52. 58, 
63 and 64) 

16 3-l-532(c)(I) The medical assisting and paralegal programs do not 
incorporate the use of appropriate experiences and 
learning materials (pages 51 and 58). 

17 3-1-701 and The catalog does not include a complete definition of 
Annendix C the unit of credit (page 32). 

18 3-1-703 and The campus does not document compliance \Vith 
Appendix C Council standards for advertising (pages 34, 35 and 

40) 
19 3-1-800(1) Training has not been provided to students and faculty 

on how to use the campus's library resources (pages 35 
and36). 

20 3-3-203 The paralegal program does not qualitatively 
approximate the standards at other institutions offering 
the same degree (page 54) 

21 3-3-302(b)(d) The surgical technology instructor is not qualified to 
teach in her assigned program (pages 38. 39, and 45). 

22 3-3-303 and The teaching load is not reasonable for the surgical 
3-3-304 technology instructor and there is not an adequate core 

of faculty for the surgical technology program (pages 
45 and 46). 
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RECOM'.\IENDA TIO NS 

Any recommendations provided in this report are not included in the report seen hy the ( '011ncil: 

Plfhlications: 
The team recommends revising the commercial in which a graduate indicates that '·Not only did [WVBCJ help me 
v.ith my defaulted loan but..." in order to clarify the intent of the statement - that the campus provides loan 
counseling and planning for students. not that the campus would be able to help the student pay off the loan. 

The team recommends ciarifying!further spe<:ifying the criteria for being an honors student at the end of a quarter, 
as the current language in the campus catalog only indicates that you must have received an"' A" in all program 
courses to have "With Honors" indicated on the student's transcript 

Fd11calion: 
! . Review syllabi: A thorough review of all syllabi is suggested, paying particular attention to grammar and 
spelling errors The syllabi state that ''points will be deducted for spelling errors on all written assignments'' yet 
there are multiple errors on the syllabi, 
2. Enhance inventory of instrumentation and supplies: 1n order to provide instruction as stated on the syllabi, it 
is suggested that the program add, at a minimum, the basic following instruments and supplies: 

• Laparoscopy Equipment 
• Maj or General Set 
• Minor General Set 
• Laparotom y Set 
• Basic Obstetrics/Gynecology Set 
• Basic Orthopedic Set 
• Basic Genitourinary Set 
• Gastrointestinal instrumentation 
• Cardiovascular instrumentation 
• Basic Packs 
• Grounding Pads 
• Bovie machine (working or not working) 

3. Develop improved modes of communication: The school may benefit from an electronic mode of 
communication with students. For example, a college student portal may improve student satisfaction by 
allowing students 24/7 access to syllabi, schedules, college announcements, and grades. This may also be a 
cost-effective measure compared to printing these materials. 
4. Develop a Program Advisory Board: The surgical technology program may benefit from developing a robust 
advisory board made up of professionals in the field who can provide feedback on curriculum, assistance \vith 
developing additional clinical sites, assistance with enhanced enrollments, and additional community resources. 
5 Use the resources on the Association of Surgical Technology website (AST.erg) as a guide for programming. 

6 The team recommends that the campus conduct a full review of the course numbering system for the 
programs. The courses that must be taken after other courses should have a higher number sequencing than 
lower level courses. Additionally, during this review, the campus should correct the typographical and syntax 
errors that are present in some syllabi. 
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7. The faculty would benefit from an elaboration of the schedule of materials covered in the weekly schedule 
located on page two of the syllabL This would assist faculty in the delivery of course content and help with 
meeting learning objectives, 

8, Textbooks should be evaluated to select the eft'ectivetext with the lowest cost for the student The texts were 
evaluated for the current term, and only a single publisher was used for selection While this makes it simpler 
for faculty, it raises the cost for students. Many of the books were over $200.00whkh is a major long term 
burden for students. There are some courses that might find alternative sources and/or use open source texts that 
are becoming more avaiiable to the educational community. Also, options now exist for low cost Kindle support 
of eBooks which are a fraction of the cost of hard bound textbooks, 

9, Bloom's taxonomy is a commonly accepted methodology for development of learning outcomes, It helps 
categorize and properly align levds of learning with the educational needs of each course, Bloom) s hierarchy 
contains six categories of cognitive skills: knowledge, comprehension, application, analysis, synthesis and 
evaluation. As students learn, they begin with the knowledge level (examples are describe, recognize, name, 
relate, list, etc.) and then progress through the hierarchy to the higher levels. The upper level, second year 
courses at WVBC would need skills at a higher level than introductory or basic skill courses. Bloom's 
taxonomy provides a list of measureableverbs that could assist in writing specific course objectives and make 
assessment of learning outcomes more measurable. 
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STUDENT SURVEY 

Please find below the results of the Student Surveys issued to several students while the team was on-site. 
Please note that these results are aggregated and are not distinguished by individual. 

Survey Report 
Generated: October 2, 2016 
ACICS ID: 00010484 
Surveys Between : 
September 14, 2016 and September 16, 2016 

AO 1. Prior to enrolling in this institution, have you 
attended any other college or instit ution of higher 
learning? 

A.02 . If you had transfer credjts. did your admissions 
representative describe the transfer of credit policies and 
procedures accura tely? (Select N/A if no transfer credits) 

A.03. Djd your admissions representative accurately 
describe the enrollment process regarding available 
courses and programs of study? 

A.04. Did your admissions representative accurately 
describe student services offered by the institution? 

A.OS. Did your admissions representative accurately 
describe the tuition and fees assocjate d with your 
program of study? 

A.06. Did you receive a catalog or were you provided 
access to one during the enrollment process? 

A.07. Did the catalo g accurately portray programs. 
services and policies of the institution? 

A.08. Was the infonnation provided during enrollment 
sufficient for you to make your decision? 

A.09. Did you feel pressured into making the decision to 
enroll? 

8 .0 I. Do you receive federal finandal aid? 

Yes 
No 

Yes-- 3 
NoO 

N/A 

Yes 

Nop 

Yes 

No 

Yes 
No __ _ 

Yes 

No 

Yes 

No 

Yes 

Noo 

Y~O 

No 

Yes 
NoO 

13 

10 

u 
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B.02 . Are you aware of your federal financial aid Joan 
repayment obligatioos? (Select N/ A if no loan repayment 
obligations) 

C.01. Are your instructors available to provide additional 
help, if needed? 

C.02. Are the teaming resources and lab 
equipment/supplies adequate for your program of study? 

C.03. Were textbooks available when you started 
classes? 

C.04. Were the out of class activities sufficient to help 
you achieve the course objectives? (Select NI A if no out 
of class activities have been assigned) 

0.0 I. Overall, I am satisfied with the quality of 
education I am receiving. 

Yes 

No O 

N//1. 

~ .. u Disagree 1 

Neutral 

0.02. I would recommend this institution to others. Aarte 
Disagree 
Neutral 

3 

3 
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December 22, 2016 ID CODE 00010484(MC) 

VIAE-MAILAND OVERNIGHTDELNERY 

Ms. Julie Magers 
Campus Director 
West Virginia Business College 
I 052 Main Street 
Wheeling, WV 26003 

Subject: Denial of Renewal of Accreditation 

Dear Ms . Magers : 

WEST VIRGINlA BUSINESS COLLEGE, WHEELING, WEST VTRGINIA 
WEST VfRGINlA BUSINESS COLLEGE, NUTTER FORT, WEST VIRGINIA 

acic.~whg@w11hc.edu 

ID CODE 00010484(MC) 
ID CODE 000 I 0868(BC) 

At its December 2016 meeting, the Council considered your institution 's applications for a 
renewal of accreditation, the on-site teams ' visit reports , and the campuses ' responses to the 48 
findings identified between both locations. As a result of its review, the Council note d seriou s 
concerns for the following areas based on the Accreditation Crilerfr1: 

WHEELING MAIN CAMPUS : 

I. The CEP does not include an appropriate evaluation of the level of student satisfaction 
(Section 3-1-111). ln its response , the campus submitted student satisfact ion forms on 
which students rate their faculty and staff with a "Yes," "No, " or ''Sometimes" for 
different items. Students complete the surveys on the last day of class, prior to final exam 
reviews. The campus also provided a brief narrative summary of the results and an action 
plan. However, this response did not meet the Council's expectations because the surveys 
submitted were most! y dated 2015, or were not dated; and only two surveys were from 
2016. Thus, the results are not as relevant to a current campus effectiveness plan. 
Further, while the results included more positiv e "Yes" indications, the campus did not 
identify in .its summary those items that received a "No" or "Sometimes " rating in order 
to determine areas for improvement. Also, the action plan included pertained to the 
provision and use of the survey itself (i.e. goals to increase participation, continue to 
analyze surveys , and address student issues quickly), but not the infonnation gained from 
the survey. 

2. The placement of one graduate could not be verified, cal ling into question the integrit y of 
the data provided by the campus (Section 3-1-203). Originall y, there were two graduates ' 
placements questioned by the team - that of 
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- In its response, the campus submitted a signed attestation from_ 
indicating that she received a pay raise in the job she started in priorto graduation, and an 
unsigned attestation for eceipt of a similar pay raise in her job. with a 
communication from the career services director to the campus director, explaining the 
situation. \Vhile - signed attestation was acceptable, the Council does not 
consider the explanation from the career services director and the unsigned attestation for 

appropriate. Additionally. as shared by the campus, both the graduate and 
the employer refused to sign the attestation, calling into question its validity 

3 The campus could not demonstrate that it reflects high ethical standards in its relations 
with students (Section 3-1-400). In its response, the campus submitted a narrative 
denying the finding and clarifying the items listed in the admissions notes that \vere 
deemed inappropriate by the on-site team The campus also provided a copy of the 
admissions procedure manual/official presentation to be used by the admissions 
representative. The campus addressed the prematurely sent SAP termination letters with a 
narrative on each listed student. Further, the campus satisfactorily addressed the 
inappropriate weighting of the final exam However, the admissions manual/presentation 
provided in the response did not include any signatures in the space at the bottom for the 
admissions representative to sign indicating that he/she has understood the presentation 
and that he/she will not elaborate on the presentation in any way or will be dismissed 
Additionally, the campus did not provide any evidence of training for such personnel on 
ethical recruitment practices to reinforce the importance of compliance. The 
unsatisfactory response for the SAP issues is detailed below 

4 The campus does not document compliance with its SAP policy (Sections 3-1-422). In 
its response, the campus provided its catalog's SAP pages and a narrative explaining why 
its application of the SAP policy for the students in question was accurate. The Council 
recognizes the clarification of the campus's SAP evaluation points for diploma-seeking 
students. However, this response did not address the team's concerns as the student 
documents, such as transcripts and copies of SAP notifications, were not provided to 
supp01i the campus's claim of compliance, and the Council was unable to conduct a 
complete review of the finding. The campus's calculation of SAP for student _ 
_ remains incorrect, regardless, it claims that failed SAP at the 64-
credit mark because she completed 44 credits when she needed to have completed 48, but 
the campus's policy states that students must complete 66 6 7 percent of attempted credits 
~ation period. and 66.67 percent of64 credits is 42.67 credits. Therefore, -
-did meet SAP at the evaluation mark The campus also did not address its use of 
·'tennination'· at a first evaluation point, as with when it has an 
academic and financial aid warning status that is used at such a time. 

5 The surgical technology program administrator does not have the qualifications to 
administer or teach in the program nor does she have sufficient time to devote to its 
administration (Sections 3-1-51 1 & 3-3-302(b )( d)). In its response, to evidence that-
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was qualified to lead and teach in the program, the campus submitted a 
copy of her current National Surgical Techno logy certification from the Association of 
Surgical Technol ogists, pa1ticipation in continuing education courses , and letters /e-mails 
of recommendation from colleagues and former students. The campus also indicated that 

cours e load only requires 20 contact hours per week, leaving her with at 
least 18 hours per week for administrative duties; and she is suppo rted by the medical 
department lead . Howeve r, the Council determined that a diploma in surgical technology 
and four months of unverified and limited experience in an oral surgeon ' s office are not 
sufficient to oversee , and teach in, an associate ' s degree program. In regards to time to 
being sufficient to administer the program , the campus alludes to at least 18 hours being 
available , but the faculty and staff summary documen t submitted as part of its application 
noted that she is a part-tim e employee . Hence, thi s questions - actual 
employment status and it remained unclear as to the amount~ to fulfil 
administrative responsib ilities. 

6. The campus does not maintain evidence that a variety of comm unity resources is utilized 
to enhance some of the educational programs (Section 3-1-512(c)) . In its response, the 
campus submitted numerous field trip/guest speaker request forms, communicatio ns from 
program directors , and two student sign-in sheets as evidence of field trips taken and 
guest speakers hosted . Many field trips were taken to area hospital operating rooms, a 
corrections facility, and an organization specializing in emplo yment assistance and 
preparation. While some of the documents reference all medical students, the campus 
does not address its utilization of resources in the medical assistant and nurse' s 
assistant/patient care aide programs , which were also found to be lacking adequate use of 
a various community resources, in addition to the surgical technology program. The only 
documents that clearly evidence student particip ation or verify a speaker' s appearance 
before student s were sign-in sheets for a blood drive on January 25, 2016, and an 
unidentified community service project on December 7, 2015. The majority of docume nts 
were field trip/guest speaker request forms , some of which were not signed by the 
campus director, or communications and summaries from instructors, stating that a field 
trip had occurred or a guest speaker hosted, or would happen in the future. These forms 
do not all identify for which program the activity or event was being planned. Without 
proper documentation , the campus has not evidenced that all the programs in question are 
using a variety of community resources . 

7. The learning contracts for courses offered as independ ent study are incomplete and the 
externship agreement for the surgical technology program is incomplete (Sectio n 3- l-
513(a) and Glossary). In its response , the campus submitted a revised blank learning 
contract for independent study courses , which now include s the statement " Student and 
teacher understand that the course syllabus regarding text book , course objectives and 
procedures for the class (on file on the wvbc .edu website) is adopted within thi s 
Independent Study contract." However , the campus did not submit completed and signed 
copies of learning contracts for any students currently taking courses via independent 
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study. Hence, the campus failed to demonstrate its application of the revised contract to 
evidence compliance with the standard 

Concerning the externship contract, the campus resubmitted its contract with Wetzel 
Hospital that the team had reviewed on-site, and provided the outline of courses in the 
program, course descriptions, and numerous evaluation charts that would accompany the 
contract. The campus also provided its contract with - a new extemship site. 
According to its narrative, the campus supplies the externship site with multiple 
documents that cover learning objectives, course requirements and evaluation 
requirements, and "the agreements simply reference this supporting documentation 

Although the extemship agreement with Wetzel Hospital does reference the copy of 
objectives that will be provided to the site, and establishes that the site will cooperate in 
the evaluation of the program, no mention is made of the course requirements or 
supporting documentation that will convey these requirements. Similarly, the agreement 
with-indicates that the campus will provide a course syllabus with objectives 
and a course description, but no information about evaluation of the student is provided 
and no reference is made to the evaluation materials provided in the response. 

Additionally, the new agreement raised a new concern with regards to the course 
requirements. The agreement with-indicates that ··The experience hours will 
be set between the College, Extern ship Entity, and student in clock hours. There are no 
minimum or maximum hours, it is the quality of the externship not the quantity that is 
important. Clock hours may be expanded and/or minimized as needed." This statement 
does not establish an understanding with the externship site that the student must 
participate in a minimum number of hours in order to fulfill the appropriate number of 
credits as required for the course, and for program completion The "completion" of the 
externship in less than the required hours can also have serious Title IV implications. 
Finally, the second statement in the Wetzel Hospital contract alludes to an unidentified 
party ("PRH') instead of the Wetzel County Hospital (WCH), and again, indicates that 
"The College will provide PRH with a copy of the objectives." This confusion calls into 
question the validity of the contract itself and underscores the Council's conclusion that 
the campus has not addressed the finding. 

8 The campus does not provide appropriate equipment and instrnctional resources to 
support the surgical technology. medical assistant. and nurse assistant/patient care aide 
programs (Sections 3-1-53 l(a) and 3-1-601) In its response, the campus submitted a 
copy of the e-mailed receipts for the purchase of the EKG machine and a blood-drawing 
chair but contends that its one artificial ann for use in the medical assistant and nurse 
assistant/patient care aide programs is sufficient. With 17 currently enrolled students 
between the medical assistant and nurse assistant/patient care aide programs, the one 
artificial ann is sufficient to serve the students. HO\vever, since the equipment is critical 
to providing quality instruction and there is no evidence that they were delivered, set up, 
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and being used, the Council is unable to determine that the campus has satisfactorily 
addressed this concern. 

() The educational programs do not include specific and appropriate learning objectives for 
all programs (Section 3-1-532(b)). In its response, the campus submitted a sample of 
revised syllabi across all programs but most of the revised syllabi still do not include 
specific, outcomes-based. measurable learning objectives as they are all prefaced with 
''The student will learn ·, instead of using active verbs to depict what the student will be 
able to do and discern by the completion of the course. 

10. The medical assisting and paralegal programs do not incorporate the use of appropriate 
experiences and learning materials (Section 3-1-532(c)(f)). In its response, the campus 
submitted evidence that an EKG machine was purchased in line with the .\JD240 Medical 
Procedures II course description. and current textbooks were updated for two paralegal 
courses However, the response did not include a revised syllabus for .\1D240 to include 
the EKG component, nor did the campus submit evidence that the textbooks have been 
updated and adopted for LG235 Immigration Law and LG228 Legal Analysis and 
\Vriting. Hence, the Council could not detennine that the concern was satisfactorily 
addressed through implementation 

11 The campus does not demonstrate compliance with Council standards for adve11ising 
(Sections 3-1-703 and Appendix C). In its response, the campus added the phrase •'for 
those who qualify'' when referencing financial aid and removed the statement on its 
website "Launch your medical career \VV Business College can get you started in a 
medical field and find you a quality job for a bright future.'· However, the campus did not 
remove the verbiage "Health Specialties Teacher, Postsecondary'· from the associate's 
degree in surgical technology gainful employment disclosures section on the website. The 
position of postsecondary health specialties teacher requires a bachelor's degree and as 
such, the statement and disclosure are not accurate. 

12 The teaching load is not reasonable for the one surgical technology instructor and, 
therefore, there is not an adequate core of faculty for the program (Sections 3-3-303 and 
3-3-304). In its response, and as noted previously, the campus responded that .\1s. 
Hammitt only teaches 20 hours per week and has 18 hours for administrative duties. 
However. the faculty and statTsummary submitted in conjunction with the campus's 
application stated that s a part-time employee and the campus did not 
provide a current class schedule to evidence her actual teaching load. 

I\CTTER FORT BRAI\CH CA'v!PUS 

The CEP does not contain program improvement plans for programs with retention rates 
that are below Council standards (Sections 2-1-800, 3-1-111 and 3-1-512). In its 
response, the campus submitted an improvement plan for the medical assisting program 
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However, improvement plans were not submitted for the other three programs cited in the 
report - the occupational associate's degree programs in Business 
Administration/Computer Applications/Accounting, Computer Support Specialist, and 
Small Business Management. Hence, the concern has not been satisfact01ily addressed. 

2 The CEP does not include an approp1iate evaluation of the level of student satisfaction 
(Section 3 -1-111). In its response. the campus submitted student satisfaction fonns on 
which students rate their faculty and staff with a ''Yes,'· ''~o,'· or ''Sometimes·' for 
different items. Students complete the surveys on the last day of class, prior to final exam 
reviews The campus also provided a brief narrative summary of the results and an action 
plan. However the surveys submitted were mostly dated 2015, or were not dated; and 
only t\VO surveys were from 2016 Thus. the results are not relevant to the current campus 
effectiveness plan The campus presented the surveys with a short narrative describing 
the feedback, but without analysis of the results or description of activities to implement 
for improvement The action plan included pertained to the provision and use of the 
survey itself(i e goals to increase participation, continue to analyze surveys, address 
student issues quickly). but not on improving the level of student satisfaction itself from 
the data collected from the survey. Last] y, a revised 2015-2016 plan was provided, the 
evaluation period ohvhich has ended, and not a 2016-20 I 7 plan that would guide the 
campus's current efforts for improvement 

3 The campus does not evidence that periodic progress reports are completed to ensure and 
document the completion of activities listed in the CEP (Section 3-1-112) In its response, 
the campus submitted brief agendas of department meetings. However, this 
documentation does not evidence a review of all the required elements or the completion 
of progress reports on the campus's progress in achieving specific goals. 

4. There is no evidence that emphasis is placed on the efficiency and effectiveness of the 
overall administration of the campus (Section 3-1-202(a)). In its response, the campus 
terminated the employment of the campus director to evidence that it agreed with the 
finding and has corrected the deficiency However, the individual assigned to assume the 
new vacant leadership role was not identified nor were he/her qualifications and 
experience provided. Further, the campus failed to address how the current administrative 
team. in the absence of the fonner campus director. would address all the outstanding 
concerns and evidence the measures implemented to demonstrate efficiency and 
effectiveness. 

5 The campus does not maintain documentation of the evaluation of staff members (Section 
3-1-202(b)). In its response, the campus submitted a formal evaluation for­
- the fonner campus director, and his subsequent tennination papenvork: as well 
as an assertion of its position that the hand-written note from 
Burkhead's performance is appropriate to serve as an evaluation. The campus also 
provided a memo to the leadership of the two campuses indicating that evaluations 
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should occur at a designated time, and this procedure would be initiated annually on the 
second Tuesday of December. The other staff members were recently hired. therefore, 
evaluations have not been completed for them However, a more formal evaluation of 

beyond a handwritten note, would be necessary to demonstrate that she 
understands the standards by which the success of her \vork is measured, and 
acknowledges that she has been evaluated 

6 Adequate records are not maintained by the campus relative to administrative operations 
(Section 3-l-303(a)) In its response, the campus submitted transcripts and certification 
for the instructors listed in the report, the termination paperwork of the campus director, 
and an admissions training log. \Vhile the documentation addressed the concerns in the 
team's report, the campus failed to provide the records for the new campus director to 
include employment contract evidence of qualifications, and an updated organizational 
chart to include this new administrator, that had been communicated to all faculty and 
staff 

7. There is no evidence that the campus reflects the highest ethical standards in its relations 
with students (Section 3-1-400). In its response, the campus terminated the campus 
director and provided a sample financial aid report available to students, if requested, a 
blank ··EFT notification·· form, and an updated Student Statement of Understanding to 
demonstrate its efforts to resolve student concerns for the transparency of their school 
finances. A core component of this area of concern was the students· complaints on a 
variety of issues that were not addressed (lack of open door policy with administration, 
deteriorating facility, faculty turnover, etc) and the campus did not provide any 
information on how it communicated any revisions in policies/procedures to the 
administrative team, any changes to the student grievance process, and how the 
replacement director would address these deficiencies. 

8. The campus is not following its stated refund policy (Section 3-1-433). In its response, 
the campus agreed with the citation and corrected these errors prior to the team visit, 
following its financial aid audit. However, the campus did not provide evidence that the 
financial aid office has been trained and is being evaluated on the accurate and timely 
processing of student refunds to ensure the campus's continued compliance with its 
refund policy 

CJ The campus does not maintain evidence that a variety of community resources is utilized 
to enhance student enrichment and potential career opportunities in any of the programs 
(Section 3-l-512(c)) In its response, the campus submitted field trip and guest speaker 
forms in order to demonstrate its incorporation of community resources in the business, 
computer and paralegal programs. However, the forms provided were typed documents 
indicating that a field trip would be occurring or a guest speaker would be hosted, and the 
students that would be attending. :\Jo evidence was submitted to indicate that any of these 
events had already occurred. Additionally, in its response, the campus failed to address 
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the concern for the medical programs which were also identified in the team's report as 
being inadequate. 

10. The learning contracts for courses offered as independent study are incomplete (Section 
3-1-513(a) and Glossary) In its response, the campus submitted a revised blank 
independent studies learning contract. Hov.-ever, the campus did not submit completed 
and signed copies of learning contracts for any students currently taking courses via 
independent study Hence, the campus failed to demonstrate its application of the revised 
contract to evidence compliance with the standard. 

11. Prerequisites are not being followed in a number of programs (Section 3-1-51 J(b) In its 
response, the campus claimed that the concurrent scheduling ofDP216 Excel and IT102 
.VIS Applications and Certification courses was that of the fonner campus director, who 
was tenninated. The campus also provided a block schedule plan that is intended to 
eliminate inappropriate scheduling in the paralegal program, to ensure that no student 
will again take higher legal courses prior to the LG 126 Legal Tenninology prerequisite 
course. However, the campus did not address how the campus director's replacement 
and other appropriate staff members, have been trained on the policies that ensure that 
prerequisites are always followed, and the administrative checks and balances established 
to ensure oversight of the new block schedule plan Additionally, the campus failed to 
address any remediation being provided for those students being instructed concurrently 
in the DP216 Excel and IT102 \,ts Applications and Certification courses, especially 
since DP216 is a prerequisite for ITI02. The Council is seriously concerned with the 
completion of contact hours for both courses and students' ability to be successful 

12. There is insufficient evidence to demonstrate that the campus provides appropriate 
instructional equipment, resources, and personnel in the medical assistant and nurse 
assistant/patient care aide programs (Section 3-1-53 l(a)). To address the concern with the 
instructional equipment and resources, the campus submitted a copy of the emailed 
receipts for a battery for the EKG machine, a blood-drawing chair with a patient safety 
mechanism, and an appropriate sharps container. The phlebotomy certification for 

was submitted to evidence compliance with the personnel 
requirement. However, the phlebotomy certification for- another 
instructor in the programs, was not submitted Additiona~pment is 
critical to providing quality instruction and there is no evidence that they were delivered. 
set up. and being used. the Council is unable to determine that the campus has 
satisfactorily addressed this concern Further, the campus stated that the artificial ann and 
the sphygmomanometer, with different size cuffs, were at the campus, but it did not 
address the fact that the artificial arm was not functional nor did it submit the 
documentation to support the claim that the sphygmomanometer, with different size 
cuffs, was available. 
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There was a concern with the lack of access by faculty and students to printing on the 
campus, to include the availability of syllabi, catalogs, and any materials that needed to 
be printed. This issue was originally considered as equipment not being appropriate and 
the campus responded by explaining that it is trying to conserve paper and become 
paperless, and as such, there is no need for faculty or students to have access to a printer. 
However, the campus did not address the concerns raised by faculty and staff about 
needing printing access and how the educational activities are being compromised, 
especially for those students who are more tactile and would be more successful with 
written materials. 

13. The educational programs do not include well-defined inst,uctional objectives for all 
programs (Section 3-1-532(b)). In its response, the campus submitted a sample of revised 
syllabi across all programs. However, specific, outcomes-based learning objectives that 
evidence measurable student learning outcomes were not included in the revi sect syllabi. 

14 Some of the academic programs do not include the use of appropriate experiences and 
learning materials (Section 3-l-532(c)(f)). In its response, the campus submitted 
documentation that an EKG machine had been purchased for the \10240 \1 edical 
Procedures II course and indicated that updated textbooks for LG235 Immigration Law 
and LG228 Legal Analysis and \Nriting have been selected However, the campus did not 
revise the \,10240 course syllabus to include the EKG component nor did it submit 
evidence that the textbooks have been updated for LG235 Immigration Law and LG228 
Legal Analysis and \Vriting 

I 5. Official transcripts are not maintained for all credentials that qualify faculty members to 
teach their courses (Section 3-1-542). In its res onse, the campus submitte~ 
and an ACICS data sheet for who is replacing~ 
indicating her qualifications to teach her assigned law courses A transcript was also 
submitted for \-fBA to evidence his qualification to teach 
Information Technology (IT) and Business courses. However, transcript for 
his earned bachelor's degree in information technology from ITT Technical Institute was 
not submitted but is needed to demonstrate that he is qualified to teach all assigned IT 
courses. Further, a current class schedule was not provided to evidence what­
was actually assigned to teach any courses. 

16. The campus does not provide or make available in hard copy, a copy of the catalog to all 
students (Sections 3-1-701 and Appendix C). In its response, the campus submitted a 
signed Student Statement of Understanding showing that students can have a catalog if 
they ask for one. However, the campus did not demonstrate that it is actually provided 
hard copies of the campus catalog to students who requested them, especially since this 
was a specific concern identified by the team from students. 
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17 Some faculty members are not qualified to teach their assigned courses (Sections 3-2-
104{c) and 3-3-302(a)(b)(c)). In its response, the campus submitted an ACICS data sheet 
and transcripts for as a replacemen t for instructor 
However, the campus does not yet have a copy of hlebotomy certificate , 
nor did it submit any evidence that ossesses academic credentia ls, given 
that her certification alone is not suffic ient to quali(y her to teach. Additionally,■. 
-1 as not yet earned her phlebotomy certification to be able to teach the phlebotomy 
course ; and while the campus's response mentioned that she has been removed from 
teach.ino that course, a current teaching schedule was not provided so her and­

eaching assignments could not be verified. 

Council Action 

The Council detennined that the large number of findings from the campuses visits and the 
significant number of unresolved findings to be indicators of the institution's substantive 
noncompliance with the Accreditatio11 Criteria. Further, the likelihood that the institution can 
come jato compliance with the Criteria within a reasonable time frame is called in question, 
especially given its history of renewal of accreditation visits with similar findings and concerns. 
Specifically, the institution's last renewal visit occurred in 2013 and took five Council review 
cycles to demonstrate its correction of findings through deferral actions and show-cause 
hearings. Of more significant note is that the findings have been repetitive in areas such as 
course syllabi, catalogs, advertising, campus effectiveness plans, and administrative oversight, 
calling into question the institution's good faith effort and commitment to correction, 
improvement , and growth. In addition, the concerns voiced by students and former faculty 
through on-site interviews, student surveys, and a call-for-comment preceding the visit 
_perpetuate a framework of concern for the Council. It is especially disconcerting that some 
students and faculty have claimed that the campus is taking out loans without student approval 
and other students are convinced that the school is "stealing their money." It is the judgment of 
the Council that the institution's failure to demonstrate the systematic and effective 
implementation of operational characteristics essential to uphold the ACICS criteria in practice 
over time represents a lack of efliciency, effectiveness and admfoistrative capability of the 
institutional administration. 

Therefore, the Council acted to deny the institution ' s application for a. renewal of accreditation . 
The institution must notify the Council's office in writing with in ten davs of initial receipt of 
this notice of its desire to appeal this decision to the Review Board. This appeal notificatio n 
must include payment as detailed in the Schedu le of Fees under Hearin g Fees The in.stitution is 
advised that the Council ' s decision is final and wi ll be published if the appeal notice and 
appropr .iate fee are not provided within ten days of initial receipt of this notice . If the 
institution elects to appeal thjs action to the Review Board and remits the approptiatefee by the 
establ.ished deadline, then more detailed appeal procedures and information will be forwarded to 
the institution . 
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Institutional Teach-Out Plan 

Finally, if the institution exercises its appeal rights, in compliance with Section 2-2-303 of the 
Accreditahon Criteria, the institution is directed to submit to the Council office by 
January 31, 2017, the ACICS Campus Closing Application, which includes an appropriate 
teach-out plan and aJI applicable documentation requested by the application . 

The Council expects that the institution will take the appropriate steps to assist its students 
through any transition to successfully complete their programs in an orderly manner. You are 
advised that Section 2-3-900 of the ACICS Accreditation Criteria stipulates that the Council 
may bar any person or entity from being an owner or senior manager of an AC JCS-accredited 
institution if that person o.r entity was an owner or manager of an institution that loses its 
accreditation as a result of a denial or suspension action or that closes without providing a teach­
out or refunds to students matriculated at that time of closure. 

If the institution elects not to appea1 this action, any comments you may wish to make with 
regard to this decision must be submitted to the Council office within two weeks of the date of 
this letter. Should you choose to submit any comments, these comments will be included in the 
summary detailing the reasons for the Council's decision that will be made available to the U.S. 
Secretary or Educatjon , the appropriate State licensi.ng or authorizing agency, and the public 
through www .aclcs.org. 

Current Grant Expires December 31, 2016 

Tbe institution is advised that the current grant of accreditation expires on December 31, 2016. 
However, should the institution elect to appeal the decision and remit the appropriate fee by the 
established deadline, the grant of accreditation will be extended through April 30, 2017. 

lf the institution elects not to appeaJ this action, comments with regard to this decision must be 
submitted to the Council office within two weeks of the date of this letter and will be included in 
the summary detailing the reasons for the Council's decision that will be made available to the 
U.S. Secretary of Education, the appropriate State licensing or authorizing agency, and the public 
through www.acics.org . 
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Please contact Ms. Katie Morrison at kmorrison@acics.org or (202) 336-6783 if you have any 
questions. 

Sincerely, r~, 
V \ 

Roger J. Williams 
Interim President 

c: Ms. Cathy Sheffield, Accreditation and State Liaison, U.S. Department of Education 
( asl record smanager@ed.gov) 

Ms. Nancy Gifford, U.S. Department of Education, School Participation Team, Region 
Jill (nancy.paula.gifford@ed.gov) 

Ms. Sonya Wilmoth, Nutter Fort campus (acicsnf@w-vbc.edu) 
Dr. Corley Dennison, West Virginia Higher Education Department 

( corley. den ni son@'NVhepc.edu) 



January 12, 20 I 7 

VlA E-MAIL AND REGULAR MAIL 

Mr. John A. Tarr, IV 
ChiefExecutive Officer 
West Virginia Business Col.lege 
l052 Main Street 
Wheeling, WV 26003 

I- CIC~,~ [ 

Subject: Acknowledgment of Intent to Appeal Council Action 

Dear Mr. Tarr: 

WEST VlRGINIA BUSINESS COLLEGE, WHEELING, WV 
WEST VIRGlNIABUSINESS COLLEGE, NUTTER FORT , WV 

ID Code 000 I 0484(MC) 

acicswhl(@wvhc.edu 

ID CODE 000l0484(MC) 
ID CODE 000 I 0868(BC) 

This letter acknowledges receipt of your notification and payment, required to appeal the Council 's 
decision to deny your institution's application for renewal of accreditation. Your notice of intent to 
appeal extends the institution's current grant of accreditation pending final disposition of the appeal. 
The Review Board will consider your case at its next scheduled meeting, of which you will be 
notified once confinned. The hearing will be held in Washington, D.C. 

Please review Sections 2-3-300 and 2-3-600 of the Accreditation Criteria, which pertain to denial of 
accreditation actions and Review Board procedures . Special attention should be given to 
Section 2-3-603, which outlines the ju1isdiction and authority of the Review Board, including the 
inability to introduce new evidence for consideration which was not in the record \.Vhen the Council 
made its decision except where a final adverse action is based solely on the failure of an institution 
to comply with the standards of financial stability. 

As guidance to the parties and to facilitate the hearing, the Review Board has adopted the following 
supplemental rules to govern the proceedings: 

I. The institution may file a brief setting forth its statement of the facts of the case, its 
ar!:,ll.lment against the Council action under review, and a suggested disposition of the case 
by the Review Board. If such a brief is to be submitted, it must be filed at least fifteen (15) 
business days before the scheduled hearing in order for it to be considered by Review 
Board . Such statement shall briefly and concisely specify the grounds of appeal and the 
reasons why the institution contends that the case should not be affinned but should be 
remanded to the Council for reconsideration or reversed. No documents or other exhibits 

750 First Street, NE, Suite 980 ewash lngton , DC 20002-4223 et - 202.336.6780 e f - 202.842.2593 ewww.acics.org 

ACCRED ITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 
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shall be incorporated in, or attached to, such statement. The Council's response brief will be 
filed with the institution and the Review Board at least seven (7) business days before the 
hearing. 

'l The duration of the hearing will be 11,2 hours, which will be divided equally bet\veen the 
institution and the Council The institution shall present its case first and may reserve pan of 
its time for rebuttal. 

3 Any documents filed \Vith the Reviev.., Board, including the statement of points and brief~ if 
any, shall be filed no later than fifteen (15) business days prior to the hearing, in an 
original hard and electronic (flash-drive) copy along with four (4) copies. An additional 
copy shall be forwarded to the Council's general counsel at the address listed below. 

4. The hearing will be stenographically recorded. A copy of the transcript will be provided to 
the institution, at its expense, upon request. 

5. The hearing shall be closed to the public. 

ME\IBERS OF THE REVIEW BOARD 

Cpon contimiation of the members of the Review Board panel assi_b111ed to consider your 
institution's case, you will be notified and provided with additional information on the scheduled 
hearing The institution is advised that it is prohibited from contacting or communicating directly 
with the members of the Review Board concerning the merits of its case prior to the hearing. 

Communication to the Review Board regarding procedural matters should be made in writing and 
addressed to: 

Chainnan, Review Board 
ACICS 
750 First Street. I\ E., Suite 980 
\Vashington. DC 20002-424 l 

A copy of all correspondence should be sent directly to the Council's general counsel at the 
follO\ving address: 

:\fr. Kenneth J. Ingram, Esq 
Whiteford, Taylor & Preston 
1025 Connecticut Avenue, 'I\ W., Suite 400 
Washington, DC 20036-5405 
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REPRESENT A TJO.N AT THE HEARING 

The institution may be represented at the hea1ing by counsel or other designated representatives. 
The Council wiU be represented by its generaJ counsel identified above. 

RECORD UNDER REVIEW 

This record will be forwarded to the institution at a later date. 

Finally, the institution may choose to have the appeal considered solely on the basis of written 
briefs. There is no prohibition to conducting the hearing by mail provided you so formally request 
and agree th.at the decision reached will be binding. Please be aware, should you choose this option, 
that you still are required to submit the deposit on expenses noted earlier and that the Revie.w Board 
still may be convened in Washington, D.C. If you decide to proceed on the basis of written b1iefs 
only, you must notify the Council office no later than thirty (30) business days prior to the 
hearing, so that an appropriate stipulation can be prepared and forwarded to you. 

Please contact Ms. PerliterWalters-Gilliam at pwgi1liam@acics .org if you have any questions. 

Sincerely , 

0 \ 
Roger J. Williams 
blterim President 

c: Mr. Kenneth J, Ingram, Esq., Whiteford, Taylor & Preston 
Ms. Perliter Walters-Gilliam, Vice President- Accreditation 



January 19, 2017 

VIA E-MAIL AND UPS DELfVER Y 

Mr. John A. Tan-, IV 
Chief Executive Oflicer 
West Virginia Business College 
I 052 Main Street 
w ·heeling, WV 2600 3 

Subject: Review Board Hearing Schedule and Panel Selection 

Dear Mr. Tarr: 

WEST VIRGINIA BUSINESS COLLEGE, WHEELlNG , WV 
WEST VIRGINIA BUSINESS COLLEGE, NUTTER FORT, WV 

ID Code 00010484(MC) 

acicswhg@ wvbc.edu 

ID CODE 000 l 0484(MC) 
ID CODE 000 I 0868(BC) 

The Review Board hearing to consider your appeal of the Council's decision to deny your 
institution's app lication for renewal of accreditation has been confirmed for 
Tuesday , February 28, 2017 from l: 30 p.m. - 3:00 p.m. The hearing will take place in the ACICS 
office at 750 Fir st Street, N.E., Suite 980 , Washington, DC 20002. 

Please refer to my letter dated January 12, 2017, for specific procedures governing the Review 
Board hearing. You are reminded that an original elect.ronic (flash drive) and four (4) copies of 
your statement of points and b rief, if any, are due in this office no later than fifteen Cl 5) business 
days prior to the date of the hearing, i.e., Tuesday, February 7, 2017 . No exhib its or other 
documents will be accepted after this date. An additional copy of these documen ts must be 
delivered by that date to Mr. Kenneth Ingram, the Council's general counsel , at the following 
address: 

Mr. Kenneth J. Ingram , Esq. 
Whiteford, Taylor & Preston 
1025 Connecticut Avenue , N.W., Suite 400 
Washington, DC 20036-5405 

Enclosed is a copy of the Record Under Review . The Review Board panel members selected to 
hear your appeal have been confirmed. The members of the Review Board were chosen in such a 
way as to prevent any apparent conflicts of interest. The institution has the right , however, to object 
to any of the chosen Review Board members with cause. The rational e for any objection must be 
.made in writing and must be received in the Council office n.o later than 

750 First Street, NE. Suite 9BO • Washington. DC 20002-4223 • t - 202.336.€,780 • f - 202.842.2593 • www.aclcs.org 
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Friday, February 3,2017. These members are listed below: 

Dr. Thomas B. Duff, Chair 
Mr. Francis S. Giglio 
Dr, Gary D. Meers 
Mr. Matthew A. Johnston 

You will receive the Council's written presentation and response to your brief, by e-mail, by 
Friday, February 17, 2017, with a hard copy forwarded by overnight delivery. This response will 
aJso be forwarded to the members of the Review Board panel, who will aJso receive copies of the 
Record Under Review and your brief 

If you have any questions about these proceedings or arrangements, please send them in writing to 
my attention, with a copy to the Council's general counsel, Mr. Kenneth lngram, at the address 
listed above. 

\ 

Roger J. Williams 
Interim President 

Enclosure 

c: Mr. Kenneth J. Ingram, Esq. 
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Revie,v Board Members 
Classification and Attestation Forms 
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o,,C\sion-making bcxlies must identify themselves :is being classified :is either member or public 3.nd if a 
mernber r-:'pre~ent:JLive, ;:;ifrer a('.ademi.: or admlnistrn.flve. Pkas>" read the definitions and ml.est tt.• your 
cl21~sitications, A rcsl:me and/or CV \Vi II be rcquir0d to evidence the selected classificcltion(s), 

Classifications: 

A member representative is defined as some \vh0 is: 
a) an employee, member of the goveming board, owne1·. or shareholder of, or consultant to. an 

instiw::ion a..:crcd!td or preac.'rt>ditcd by ACICS or has :1ppl1ed for a~s:rl!ditatiQn or 
prcaccrcditation; ,1r 

b) a member of any tr:1dc ussoclation or membership orpnizal.icn related lo, :i.fl1liated with, or 
associated with ACICS; or 

c) u spoust. p:irent. dti!d, t)r sibling llf an individual \dcmifo:d in paragrnph a) orb) ofthi~ 
detlnititm . 

. :.. publk representative i~ defined :1.s St)rnetmc ,,.-Jw is not 
n) t..'niployed t-,y an in.stlaniQn er prosrnm thm is eith~0 r accredited by /\CJC:-; or h:1s applit·d f;.)r 

accrcdbtion by AC1CS: or 
bl 3.ssos.:!atcd as a rncmber oftlw governing board, an owner. a sharehoider, a ...:on~ullJ.flt, or m iiOme 

other sirnilur cap?,ci1-y with an inslitution er progr:un that l.':ither i:, accredl1~d by AC!CS or has 
applied for cir.:...:rl.':ditat.ior1 h:v ACICS, er 

c) a m(;mbcr of an\ rclmd. associated, or afriliuteJ trade assotoialion or members/lip c1rg,mi2~J.tion; 
or 

d) ;1 sp,rns~:, ;rnrent. chi id ,g sibling c11'an individual identified in pirngraph a), b) or c) ofthrs 
(:t'.fm111on. 

/\n academic reprcscr1talivt' ,s defined as ::;orneone cum:n!ly ,g recently dire{:tly engaged in a signifkant 
m;mner in posl.1WC!)nt:ary teaching and/er re5earch 

An arlministrath-·e represemt1tive is defined as someone curr;;ntly or recantly directly engaged in a 
significe1nt nrn.11ncr in postsecondury qro&rnm or ir1stitutiorn:d admlnirnation. 

Rc:vie•~· :k:rd V<.!nbe:~ Ca;;sific1~tk:1 3~d An,,~1:Hi:)n FNrn 
Cr:;:,1ed. De,2., 20 l ! 
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Attestations: 

Based on my qualifications and the definitions provided, I can be classified as a (select only one): 

~ Member representative. Defined as some who is: 

OR 

d) an employee, member of the governing board, owm~r, or shareholder of, or consultant to, an 
institution accredited or preaccredited by AClCS or has applied for accreditation or 
preaccreditation; or 

e) a member of any trade association or membership organization related to, affi I iated with, or 
associated with ACICS; or 

f) a spouse, parent, child, or sibling of an individual identified in paragraph a) orb) of this 
definition. 

0 Public representative. Defined as someone who is not 

O'R 

e) employed by an institution or program that is either accredited by ACICS or has applied for 
accreditation by ACJCS; or 

1) associated as a member of the governing board, an owner, a shareholder, a consultant, or in some 
other similar capacity with an institution or program that either is accredited by AC JCS or has 
applied for accreditation by ACTCS; or 

g) a member of any related, associated, or affiliated trade association or membership organization; 
or 

h) a spouse, parent, child or sibling of an individual identified in paragraph a), b) or c) of this 
definition. 

0 Academic representative. Defined as someone currently or recently directly engaged in a significant 
manner in postsecondary teaching and/or research. 

OR 

0 Administrative representative. Defined as someone currently or recently directly engaged in a 
significant manner in postsecondary program or institutional administration. 

J have read each of the definitions associated with classifying my role as a panel member of the Review 
Board and attest that my qualifications support my selections . 

.... Er.2.:.v.k{.S ........ s..; ......... g .. Ld ... L .. ...__ __________ _ 
(Please prinl your fu!l n11rne): ...... \ \.) 

~et ure) 

Review Board Members Classification and AL1estation Fonn 
Revised: January 2017 
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Review Boa.rd Members 
Classification and Attestation Forms 

Decision-mal-..--ing bodies must identify themselves as being classified as either member or public and if a 
member representative , citl1cr academic or administrative . Pleas e read the definitions and attest to your 
classifications. A resume and/or CV \vill be required to evidence the selected classification(s). 

Classifications: 

A member representative is defined as some ,vho is: 
a) an employee , member of the governing board, owner , or shareholder of, or consultant to, an 

institution accredited or preaccredited by ACICS or has applied for accreditation or 
preaccrcditation: or 

b) a member of any trade association or membership organization related to. affiliated V{ith, or 
associated with ACICS: or 

c) a spouse , parent , child, or sibling of an individual identified .in paragraph a) orb) of thjs 
definition. 

A public representativ e is defin ed as someone ,vho is not 
a) emplo yed by an iJ1stitutio11 or program that is either accredited by ACICS or has applied for 

accreditation by ACICS: or 
b) associated as a member of the governing board , an owner , a shareholder , a consultant , or in some 

other similar capacity with an institution or program that either is accredited by ACTCS or has 
applied for accreditation by ACICS: or 

c) a member of any related , associated, or affi hated trade association or membership organization: 
or 

d) a spouse. parent , child or sibling of an individual identified in paragraph a). b) or c) of this 
definition. 

An ac.ademic representative is defined as someone currently or recently directly engaged in a significant 
manner in postsecondary kaching and/or resear ch. 

An administrative representative is defined as someone currentl y or recently directly engaged in a 
significant manner in postsecondary program or institutional administration. 

Review Board Members Classification and Aucslation Foau 
CreHted: Dec, 201.1 
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Attestations: 

Based on my qualifications and the definitions provided, I can be classified as a (select only one.): 

D Member representative. Defin ed as some who is: 

OR 

d) an employee , member of the governing board , owner, or shareholder of , or consultant to, an 
institution accredited orpreaceredited by ACICS or has applied for accreditation or 
preaccreditation: or 

c) a member of any trade assoc.iation OJ membership organization related to, affiliated with , or 
associated with ACICS: or 

t) a spouse. parent. child. or sibling ofan individual identified in paragraph a) orb) of this 
definition. 

D Public representative. Defined as someone who is not 

OR 

e) employed by an institution or program that is either accredited by ACICS or has applied for 
accreditation by ACICS; or 

t) associated as a member of the governing board , an owner , a shareholder, a consultant , or in some 
other similar capacity with an institution or program that either is accredited by ACJCS OJ has 
applied for accreditation by ACICS: or · 

g) a member of any related , associated, or affiliated trade association or membership organization: 
or 

h) a spouse , parent , child or sibling of an individual identified in paragraph a) , b) or •c) of this 
definition. 

X D Academic representative. Defined as someone currently or recently directly engaged in a 
significant manner in postsecondary teachiog and/or research . 

OR 

D Administrative representative. Defined as some,one cu1Tently or recently dfrectly engaged in a 
significant manner in postsecondary program or institutional administration. 

[ have read each of the definitions associated with classifying my role as a panel member of the Review 
Board and attest that my qualifications support my selections. 

Gary Meers 
(Please print )Ull' full name): 

_r _)(6_> ___ ...... ------~~ 
u 

(Signalure) 
01/25/2017 -----

(Dale ) 

Review Board Members Classification and Aucstation Fonn 
Revised: JanUaI)' 20 l 7 
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Revie,v Board Members 
Classification and Attestation Forms 

Decision-making bodies must identify themselves as being classified as either member or public and if a 
member representative, either academic or administrative. Please read the definitions and attest to your 
classifications. A resume and/or CV will be required to evidence the selected classification(s). 

Classifications: 

A member representative is defined as some who is: 
a) an employee, member of the governing board, owner, or shareholder of. or consultant to, an 

institution accredited or preaccredited by ACICS or has applied for accreditation or 
preaccrcditation: or 

b) a member of any trade association or membership organi7..ation related to, affiliated with. or 
associated with ACJCS; or 

c) a spouse. parent, child. or sibling ofan individual identified in paragraph a) orb) of this 
definition. 

A public representative is defined as someone who is not 
a) employed by an institution or program that is either accredited by ACICS or has applied for 

accreditation by ACICS; or 
b) associated as a member of the governing board. an owner. a shareholder, a consultant, or in some 

other similar capacity with an institution or program that either is accredited by ACICS or has 
applied for accreditation by ACICS; or 

c) a member of any related, associated. or affiliated trade association or membership organization, 
or 

d) a spouse, parent, child or sibling of an mdividual identified in paragraph a), b) or c) of this 
definition. 

An academic representative is defined as someone currently or recently directly engaged in a significant 
manner in postsecondary teaching and/or research. 

An administrative representative is defined as someone currently or recently directly engaged in a 
significant manner in postsecondary program or institutional administration. 

Review Bo.ird Membas Classification and Attestation Form 
Created: Dec, 201 I 
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Attestations: 

nased on my qualifications and the definitions p_rovided, I can be classified as a (select onl....c.)_' o_n_c_')_: __ _ 

D Member representative. Defined as some who is: 

OR 

u) an employee, member of the governing board, owner, or shareholder of. or consultant to, an 
inslitution accrcditu.l or preaccrcdited by ACJCS or has applied for accreditation or 
preaccreditation; or 

e) a mcml1er of any lrndc association or membership organization related to, affil iated with, or 
associated wilh ACICS; or 

f) a spouse, parent, child, or sibling of an individual identified in paragraph a) orb) of this 
definition. 

0 l'ubfo: representative. Dclwc<l as someone who is not 

OR 

e) employed by an institution or program thal is either accredited hy ACICS or has applied for 
accreditation hy ACTCS; or 

f) assoctated as a mcrnbcr of 1he governing board, an owner, a shareholder, a consultant, or in some 
othcr simibr ca1x1ci1y with an inslilulion or program that cilhcr is accredited by ACICS or has 
applied for accn:ditation hy ACICS; or 

g) a memher of any rd<1tcd, associateJ, or affiliated trade association or m.;wbcrsh ip organization; 
or 

h) a spoLL-,e, parent, child or sibling of an individual idcntifie<l in paragrap h a), h) or c) of this 
<lcfini tion. 

0 Acndcmic representative. Dcftm:d as someone currcnlly or recently directly cngagoo in a significant 
manner in postsecondary Leaching and/or research. 

OR 

~ Administrative representative. Defined a,. someone currently or recently directly engaged in a 
significant manm:r in postsecondary program or im,1itutional administration. 

I have read each of the definitions associated with classifying my role as a panel mernher of the Rc vil:w 
Board and attest that my qualifications support my ~elections. 

11~1/)e~ All~ Joh,s,k,r--
(Pl<:asc print your full name): 

_i - )O_··---'-f 7 __ 
(Datc) 

Review Board Membe rs Classificalitin an<l Attestation Form 
Revised: Janumy 2017 
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Review Board Members 
Classification and Attestation Forms 

Decision-making bodies must identify themselves as being classified as either member or public and ifa 
member representative, either academic or admin1strati\'e Please read the definitions and attest to your 
classifications. A resume and/or CV will be required to evidence the selected classification(s). 

Classifications: 

A member representative is defined as some who is: 
a) an employee, member of the governing board, owner, or shareholder of, or consultant to, an 

institution accredited or preaccredited by ACICS or has applied for accreditation or 
preaccrcditation; or 

b) a member of any trade association or membership organization related to, affiliated with, or 
associated with ACICS; or 

c) a spouse, parent, child, or sibling ofan individual identified in paragraph a) orb) of this 
definition. 

A public representative is defined as someone who 1s not 
a) employed by an institution or program that is either accredited by ACICS or has applied for 

accreditation by ACICS; or 
b) associated as a member of the governing board, an owner, a shareholder, a consultant, or in some 

other similar capacity with an institution or program that either is accredited by ACICS or has 
applied for accreditation by ACICS; or 

c) a member of any related, associated, or affiliated trade association or membership organization; 

°' d) a spouse, parent, child or sibling of an individual identified in paragraph a), b) or c) of this 
definition. 

An academic representative is defined as someone currently or recently directly engaged in a significant 
manner in postsecondary teaching and/or research. 

An administrative representative is defined as someone currently or recently directly engaged in a 
significant manner in postsecondary program or i11stitutional administration. 

Review Board Members Classification and Attestation Form 
Created: Dec, 2011 
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Attestations: 

Based on my qualifications and the definitions provided, I can be classified as a (select only one): 

D Member representative. Defined as some who is: 

OR 

d) an employee, member of the governing board, owner, or shareholder of, or consultant to, an 
institution accredited or preaccredited by AClCS or has applied for accreditation or 
preaccreditation; or 

c) a member of any trade association or membership organization related to, affiliated with, or 
associated with ACICS; or 

I) a spouse, parent, child, or sibling of an individual identified in paragraph a) orb) of this 
definition. 

XPublic representative. Defined as someone who is not 

OR 

c) employed by an institution or program that is either accredited by ACJCS or has applied for 
accreditation by ACICS; or 

f) associated as a member of the governing board, an owner, a shareholder, a consultant, or in some 
other similar capacity with an institution or program that either is accredited by ACICS or has 
applied for accreditation by ACICS; or 

g) a member of any related, associated, or affiliated trade association or membership organization; 
or 

h) a spouse, parent, child or sibling of an individual identified in paragraph a), b) or c) of this 
definition. 

D Academic representative. Defined as someone currently or recently directly engaged in a significant 
manner in postsecondary teaching and/or research. 

OR 

D Administrative representative. Defined as someone currently or recently directly engaged in a 
significant manner in postsecondary program or institutional administration. 

I have read each of the definitions associated with classifying my role as a panel member of the Review 
Board and attest that my qualifications support my selections. 

Thomas B. Duff 

(Please print your full name}: 

(Signa1urc) 
1/30/2017 

(Date) 

Review Board Members Classification and Attestation Form 
Revised: January 2017 
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ACICS Standards of Ethical Responsibility 

For ACICS Review Board Members ~. Augu,t 20]{) 

Each panel member of the ACICS Review Board must read and comply with the following 

Standards of Ethical Responsibility in performing their ACICS duties: 

1. He/she shall uphold the integrity of the accreditation process. 

2. He/she shall avoid impropriety or the appearance of impropriety in all activities. 

3. He/she shall perform the duties impartially and diligently. 

4. He/she shall refrain from any activity that might call into question their objectivity in the 

accreditation review. 

5. He/she shall disclose to the President any actual, potential, or appearance of a conflict of 

interest and shall not participate in review panel actions regarding an institution that is the 

subject of that conflict. 

6. He/she shall preserve the confidentiality of the Review Board deliberations, institutional 

data, and ACICS business infonnation. 

7. He/she shall not violate the A.CJCS Policy on Discrimination and llarassment in 

interactions with other review panel members, staff, or any person associated with a 

member instittition. 

8. He/she shall not solicit or accept, either for themselves or a family member, anything of 

value from an ACICS-accredited institution or an applicant institution seeking ACICS 

accreditation. 

A member of the Review Board shall immediately infonn the President of any potential violation 

of these Standards. The President will either detennine that no violation has occurred or will 

notify the member of the Review Board involved of the allegation. The Review Board member 

involved shall have the opportunity to respond to the allegation in writing to the President who 

shall make a determination. If the President dctcnnines that a violation has occurred, the Review 
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ACICS Standards of Ethical Responsibility 

For ACICS Review Board Members v. August 2016 

Board member may be removed. The President shall, in all cases, take such action as necessary 

in order to maintain the integrity of ACICS . 

I have read the Standards of Ethical Responsibility for ACICS Board of Review Members as 
stated above and agree to meet or exceed these Standard s in performing my duties as a panel 
member of the Review Board . 

(Signatur ei f 
h )o", ;;20 I 1 

(Date) 

{Please Prin t Name) 

Page 2 of 2 

750 First Street NE, Suite 980 - W ashington DC - 20002- 4223 ph 202-336-6789 I fax 202-842-2593 www.acics .org 

Accrediting Council for Ind e p e ndent Colleg e s and Schoo l s 



+ ACICS Standards of Ethical Responsibility 

For ACICS Review Board Members >'. AlllfU•t }l)J6 

Each panel member of the ACICS Review Board must read and comply with the following 

Standards ofE1hical Responsibility in pcrfonning their ACICS duties: 

I. lie/she shall uphold the integrity of the accreditation process. 

2. He/she shall avoid impropriety or the appearance of impropriety in all activities. 

3. He/she shall perform the duties impartially and diligently. 

4. He/she shall refrain from any activity that might call into question their objectivity in the 

accreditation review. 

5. He/she shall disclose to the President any actual, potential, or appearance of a conflict Qf 

interest and shall not participate in review panel actions regarding an institution that is the 

subject of that conflict. 

6. !le/she shall preserve the confidentiality of the Review Board deliberations, institutional 

data, and ACICS business information. 

7. He/she shall not violate the AC/CS Policy on Discrimination and Harassment in 

interactions with other review panel members. staff, or any person associated with a 

member institution. 

8. He/she shall not solicit or accept, either for themselves or a family member, anything of 

value from an ACICS~accreditcd institution or an applicant institution seeking ACICS 

accreditation. 

A member of the Review Board shall immediately inform the President of any potential violation 

of these Standards. The President will either determine that no violation has occurred or will 

notify the member of the Review Board involved of the allegation. The Review Board member 

involved shall have the opportunity to respond to the allegation in writing to the President who 

shall make a determination. If the President determines that a violation has occurred, the Review 
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+ ACICS Standards of Ethical Responsibility 

For ACICS Review Board Members I'. A llglHl 10 f () 

Board member may be removed. The President shall. in all cases, take such action as necessary 

in order lo maintain the integrity of ACICS. 

I have read the Standards of Ethical Responsibility for ACICS Board of Review Members as 
staled above and agree to meet or exceed these Standards in performing my duties as a panel 
member of lhc Review Board. 

b)(6) 

1/30/2017 
(Signature} (Date) 

Matthew Johnston 
-- .... ----~ .. - ···------------··-- -- ----·· ------

(Please Print Nome) 
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ACICS Standards of Ethical Responsjbility 

For ACICS Review Board Members I'. ,lllgml 2016 

Each panel member of the ACICS Review Board must read and comply with the following 

Standards· ofEthical Re5ponsibilily in performing their ACICS duties: 

1. He/she shall uphold the integrity oftbe accreditation process. 

2. He/she shall avoid impropriety or the appearance ofimpropriety in all activities . 

3. He/she shall peiform the duties impartially and diligently. 

4. He/she shall refrain from any activity that might call into question their objectivity in the 

accreditation review . 

5. He/she shall disclose to the President any actual, potential, or appearance of a conflict of 

interest and shall not participate in review panel actions regarding an institution that is the 

subject of that conflict. 

6. He/she shall preserve the confidentiality of the Review Board deliberations, institutionaJ 

data, and ACICS business information. 

7. He/she shall not violate the ACJCS Policy on Discrimination and Harassmem in 

interactions with other review panel members, staff, or any person associated with a 

member institution . 

8. He/she shall not solicit or accept, either for themselves or a family member, anything of 

value from an A CI CS-accredited institution or an applicant institution seeking AC-ICS 

accreditation . 

A member of the Review Board shall immediately inform the President of any potential violation 

of these Standards. The President will either detem1jn e that no violation has occurred or will 

notify the member of the Review Board involved of the allegation. The Review Board member 

.invo.lved shall have the opportunity to respond to 1he allegation in writing to the President who 

shall make a determination. If the President determines that a violation has occurred, the Review 
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ACICS Standards of Ethical Responsjbility 

For ACICS Review Board Members ••· _ wgust Z/116 

Board member may be removed. The President shall, in all cases, take such action as necessary 

in order to maintain the integrity of ACICS. 

I have read the Standards of Ethical Responsibility for ACICS Board of Review Members as 
stated above and agree to meet or exceed these Standards in performing my duties as a panel 
member of the Review Board. 

b)(6) 

1/25/2017 

(Signature) (Date) 

Gary Meers 

(Please Print Name) 
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ACICS Standards of Ethical Responsibility 

For ACICS Review Board Members v, A11gu:rt 2016 

Each panel member of the ACICS Review Board must read and comply with the following 

Standards of Ethical Responsibility in performing their ACICS duties: 

1. He/she shall uphold the integrity of the accreditation process. 

2. He/she shall avoid impropriety or the appearance of impropriety in all activities. 

3. He/she shall perform the duties impartially and diligently. 

4. He/she shall refrain from any activity that might call into question their objectivity in the 

accreditation review. 

5. He/she shall disclose to the President any actual, potential, or appearance of a conflict of 

interest and shall not participate in review panel actions regarding an institution that is the 

subject of that conflict. 

6. He/she shall preserve the confidentiality of the Review Board deliberations, institutional 

data, and ACICS business information. 

7. He/she shall not violate the ACICS Policy on Discrimination and Harassment in 

interactions with other review panel members, staff, or any person associated with a 

member institution. 

8. He/she shall not solicit or accept, either for themselves or a family member, anything of 

value from an ACICS-accredited institution or an applicant institution seeking ACICS 

accreditation. 

A member of the Review Board shall immediately inform the President of any potential violation 

of these Standards. The President will either determine that no violation has occurred or will 

notify the member of the Review Board involved of the allegation. The Review Board member 

involved shall have the opportunity to respond to the allegation in writing to the President who 

shall make a determination. If the President determines that a violation has occurred, the Review 
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ACICS Standards of Ethical Responsibility 

For ACICS Review Board Members v. A11,:11:rt 2016 

Board member may be removed. The President shall, in all cases, take such action as necessary 

in order to maintain the integrity of ACICS. 

I have read the Standards of Ethical Responsibility for ACICS Board of Review Members as 
stated above and agree to meet or exceed these Standards in performing my duties as a panel 
member of the Review Board. 

/ /Signature) 
~, 7~ 'UJ/'7-

(Daref ' 
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,L CIC:-: I 

March 30, 2017 

MEMO TO THE ACCREDITrNG COUNCIL FOR INDEPENDENT COLLEGES AND 
SCHOOLS (ACICS} 

Subject: Review Board Decision to Remand Action to Council 

The Review Board has considered West Virginia Business College's ("Institution") appeal of the 
Accrediting Council for Independent Colleges and Schools' ("Council'') December 22, 2017, 
decision to deny the institution's application for renewal of accreditation. Based on the 
arguments presented by both the Institution and the Council, the Review Board acted to remand 
the decision to the Council because it determined that: 

• The institution was not provided sufficient time to respond to the concerns addressed in 
the C ou nci 1 's December 22, 2016 I etter of denial . 

As part of this remand, the Review Board recommends the following for the Council's 
consideration: 

• The institution be provided additional time to satisfactorily address the remaining areas of 
noncompliance identified in the December 22, 2016, letter of deniaJ for review at the 
August 2017 meeting of the Council. 

In accordance with Section 2-3-607 of the Accreditation Crileria, the institution's appeal of the 
denial action will be finally disposed of when the Council takes the final action on remand. 

Review Board Panel Attestation (by electronic signature) 
By providinf( my signature below, I attest to my agreement of the language ~/the directive.from 
the Review Board comained 1hereh1. 

' 

Dr. Thomas Duff, Chair 
r b)(6) 

I 
I I 

·i 0,1 

Mr. Francis Giglio r b)(6) I z; 

Dr. Gary Meers 
[ b)(6 ) ~ V 

l ' '- l' 

Mc Matthew Johnston l(b)(6) 

I ., 
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April 10, 2017 

VIA E-MAf L AND OVERNIGHT DELIVERY 

Mr. John Tarr 
President 
West Virginia Business College 
1052 Main Street 
Wheeling, WV 26003 

acic.,whg@wvht).edu 

Subject: Final Action Following Review Board Decision to .Remand Action to Council 

Dear Mr. Tarr: 

WEST VIRGINIA BUSlNESS COLLEGE, WHEELING, WV 
WEST VIRGINIA BUSINESS COLLEGE. NUTTER FORT, WV 

1D CODE 00010484(MC) 
rD CODE 000 I 0868(BC) 

At its April 2017 meeting, the Council reviewed the decision by the Review Board resulting from 
the February 28, 2017, hearing to remand the Council's December 2016 denial of the institution's 
application for renewal of accreditation. The Review Board recommended that the Council consider 
giving the institution more time to demonstrate compliance with the Accreditation Criteria. 

h1 response to the Review Board' s recommendation, the Council again reviewed the record in 
question. Based on this review, the Council made the following observations: 

1. The Council denied the institution' s application for renewal of accreditation in December 
2016 based on its finding that the institution failed to comply with the Criter ia i_n 29 areas 
between its two campuses. 

2. These 29 findings were substantially similar to findings of noncompliance made back in 
December 2013. 

3. It took the institution multiple attempts over approximately 18 months to address these 
findings based on written representations submitted to the Council to finally demonstrate 
compliance in April 2015. 

4. Given the very protracted time it took for the institution to demonstrate compliance in early 
2015, the Council expected that the institution would continue to be in compliance when it 
conducted the next evaluation in late 2016 . Instead, the Council found the institutio11 again 
to be significantly out of compliance. 
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Mr. John Tarr 
April I 0, 2017 
Page 2 

Hence, the Council has found no credible basis upon which to summon confidence that additional 
time would serve to assure the institution's compliance with the standards of the Accreditation 
Criteria. Therefore, the Council has acted to reaffirm its decision to deny the institution's 
application for renewal of accreditation. This is the final action on remand and is not appealable. 

Sincerely, 
,.-.. r~, 
v \ 

Roger J. Williams 
Interim President 

c: Mr. Kenneth J. Ingram, Esq., Whiteford, Taylor& Preston (Kingram@wtplaw.com) 
Ms. Cathy Sheffield, Accreditation and State Liaison, U.S. Department of Education 

( asl record sm anager@ed.gov) 
Ms. Nancy Gifford, U.S. Department of Education, School Participation Team, Region 

m (nancy.paula.gifford@ed.gov) 
Dr. Corley Dennison, West Virginia Higher Education Department 

( corley .denni son@wvhepc.edu) 
Ms. Perliter Walters-Gilliam, Vice President - Accreditation (pwgi lliam@aci cs. org) 



ACICS I Adverse Actions 

I want to ... 

ACCREDITING COUNCIL FOR 
INDEPENDENT COLLEGES AND SCHOOLS 

•• 
Home I About Us I Acc red1tat1on I Cou1ic1I Actions I Students I Evaluators I Events/Workshops I 

" Council Actions 

Memorandum to the Field 

Initial Applicant Institutions 

Institution Closings 

Accreditation Conditioned 

Voluntary Withdrawal 

Evaluat ion Schedule 

Adverse Actions 

Direct or Vacate Show Cause 

Program Level Actions 

Action to Debar 

Home > Council Actions 

ti' IJ ..J ~ Share This 
Adverse Actions 

The following adverse actions were taken by the ACICS Council. Click on the inslululion's name lo review the Council 

letter. 

Adverse actions can be appealed as described in Section 2-3--600 of the Accreditation Criteria. An institution who has 

appealed a denial or withdrawal of accreditation remains accredited until the appeal is reso lved. 

Click on the institution name to view the Council notification letter. 

INSTITUTION 
MAIN CAMPUS ADDRESS 

1
/CICS ACTION NOTIFIGA TION ~ 

NAME 

Bfistol University 
2390 East Orangewood 

Avenue , Suite 485 
00015728 Denial of Accreditat ion June 14. 2017 

Anahe im, CA 
------

Computer Systems ' 5330 Grand Avenue All Withdrawal of Accreditation by 
May 9. 2017 

Institute Gurnee, IL 60031 locations Suspension 

West Virg inia 
1052 Main Street Final Council Action Following 

Business 
VIA'leeling, VW 26003 

00010484 
Remand 

April 10, 2017 

Colleg e 

Spanish-American 
240 West 35th Street, 

Denial of Renewal of 

Institute 
2nd Floor 00010791 

Accreditation 
March 3, 2017 

New York, NY 10001 

011Bois Busmess One Beaver Dr. 
Institution chose not to appeal 

College DuBois. PA 15801 00011225 
and ceased operations on August 26, 2016 

I 
09122/16 

CENSA 4481 NW 167th St. Denial of Initial Grant 
August 26. 2016 

lnt~rnati onal Miami Gardens, FL 33055 00248377 of Accreditation 

College 

hnp://www.acics.o~c ommission%20ac 1ions/con1cn1.aspx?ide6709[7/25/2017 11 :56:4 1 AM] 



Case Name: In the Matter of Accrediting Council for 
Independent Colleges and Schools 

Docket No.: 16-44-0 

Filing Party: Respondent, Accrediting Council for Independent 
Colleges and Schools 

Exhibit No.: B-0-99 



ACICS Application for Accreditation - PART 11 
Explanation of Self-Study Planning Process 

Please explain how the self-study was planned; who organized, supervised, and participated in its 
preparation; which person or persons prepared each section of the report (include signatures); and to what 
extent the document is viewed by the institution as a planning document for the future. 

The self-study report was prepared by a team of peopl e composed of The Board of Directors and -
the Campus Director, with input from the staff in each campus department. We began workin g o~ t 
und er the sup ervision of - who coordinated and organiz ed the preparation. 

~ d the Board of Directors provid ed information regarding the following : Institutional Profile, 
Mission, Objectives, and Institutional Effectiveness, Organi zation, Admini stration , Finances, Educational 
Facilities and Distance Education. 

Admini strative Assistant gathered the data and information from each department and 
transfer red the inform ation in to the draft report. Later, Campu s Director's Assistant worked 
with the Director on the final draft. 

the Admi ssions Representative provided information regardin g the Admi ssions Process, 
Relations with Students and Recruiting. 

the Dean of Edu cation/P rogram Director assisted with the inform ation regar din g the 
Stand ards of Satisfactory Progress and the Educational Activities section. 

provid ed information regarding the transcript s and official documents needed in the stud ent 's 
files, He also gathered and ana lyzed the placement data and both the Gradu ate and Employers Satisfactory 
Surveys. 

the Librarian and the Librarian Assistant 
Library, Materials, Resour ces and Publication sections. 

provided information about the 

- the IT Manager, provid ed input regarding the Distance Education Program and the softwar e 
inform ation and platforms as well. 

The faculty, both on campus and distance Education instructors, provid ed information regarding the 
Education al Activitie s section. 

The institution views the docum ent as a planning docum ent for the future as a foundation for the plans, goals 
and objectives we have set for CENSA International College for the upcoming years. The docum ent is also 
viewed as a support for the Institution's Mission. It provides a guide to reflect how we can better serve the 
needs of our students and the community through our flexible program offerings and community 
involvement. 
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.,. ACICS Application for Accreditation - PART 11 

Explanation of Self-Study Planning Process 
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ACICS Application for Accreditation- PART 11 
Future Plans for the Institution 

Please provide an explanation of the future plans for the institution, with specific references to planned 
changes in faculty, administration, physical plant, equipment, library, admissions and graduation 
requirements and standards, curriculum, increase or decrease in student body or faculty, and any other plans. 

We at CENSA lntemational College have a schedule of improvement for the next three years. 

1. ln order to provide better accomodations , space and services to our students and the communit y and be 
prepared for the growth expected in our programs, we are planning to move to a larger more confortable site 
by the end of 2015. 

2. Through excellence and dedication, we are working on obtaining accreditation with non e or minimum tags 
for the 2015-2016 period. 

3. After our accreditation is completed and approved, we are planning to apply for and be able to provide 
financia I aid to our stud en ts for the 2016-2017 period. 

4. We are planning to provide student visa 1-17 to foreign students. 

5. Obtain programmatic accred itation for Nursing Program is part of or plan for next year (2016-2017). 

6. We are planning on creating anothe r undergraduate degree program and another Master degree level 
program for the 2016-2017 period. 

7. We are planning on hosting the IV Annual Internat ional Health Conference organized by the mother 
institution as part of their International program. 

Ideas for the improv ement of the organization are gathered from all students and staff who provide their 
feedback at different moments durin g their contact with the institution. 
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ACICS Application for Accreditation - PART 11 

Self - Study Narrative Revised: May 1, 2013 

All supporting documentation and exhibits referenced in this Self-Study Narrative must be maintained at the campus 
location for review by the accreditation visit team - Do not submit your supporting documentation with this application. 

INSTITUTIONAL PROFILE 

INSTITUTIONAL INFORMATION 

Name: CENSA Internationa l College 

Address: 

ACICS ID Code: 

3420 West 84th St. Hialeah FL 33018 

00248377 

Campus Classification: Main fZ] Additional Location D 
If an additional location. please provide the following infonnation: 

Main Campus Name : 

Main Campus Address 

Main Campus ID Code : 

History of accreditatio n with ACICS and ·with other agenc ies : 

Censa fntematio nal College (CIC) has been licensed by the Commissio n for Independent Educat ion. (CIE) since 20 10 
and the Florida Board of Nursing since 2013. The institution began the accreditation process with AClCS in the winter 
of 2014 when the President of the institution attended the initial workshop . 

Brief history of the institution : 

Ccnsa Intcmational College is an intcmational school which began in 20 IO as CENSA Miami Institute offering 
programs in the area of computers and languages. h1 late 2012, in response of the needs of the Florida job Market , 
severa l health related programs were introduced including Nursing and Practical Nursing. Presently the institution offers 
an Associate Degree in Nursing (ASN) , a complete Bachelor in the Science of Nursing (BSN) program and a bridge 
program to transition Registered Nurses (RN) to a Bachelors Degree. As of Janua1y 20 15, with the approval of the 
Commission for [ndependent Education. CENSA Miami Institute changed its name to CENSA Internat ional College 
(CIC) and wit h the new name came an expansion to the Orlando area with a Brancli Campus offering an Associate 
Degree in Nursing (ASN) , a comp lete Bachelor in the Science of Nursing (BSN) program, a bridge program to 
transition Registered Nurses (RN) to a Baclielors Degree and a Hospitalit y and Tourism Management program. In July 
2015, the main campus in Miami was also approved to offer a Master in International Business Administration , 
Hospitalit y and Tourism Managcmant , and as a Nurse Assistant program. One of d1c Board members of CENSA 
International College is also the founder of CENSA Colombia , which has 13 campuses all over Colombia, one 
Argentina and Costa Rica respectively. CENSA International College is part of the International structure but each 
campus operates indepentdentl y. 

List of recent (past three years) complaints or adverse actions and current status: 

CIC has not have any complaints or adverse actions taken since its beginning in 20 I 0. 

List of contracts or agreements with other institutions or entities: (consortium agreements , articulation agreements, etc.) 

Presently CIC has two Strategic Alliance Agreements to provide Continuing Education Courses with Innerwo rk 
Personal Development Group to offer a Certifications of Addictions Professional Course (CAP), and a second one with 
Supernatural Business School to provid e a course on how to invest in the Stock Market. There is also an articulation 
agreement with American Corporate University. a sister college in Colombia. 

List of international activities: 
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ACICS Application for Accreditation - Self-Study Narrative 
Page 2 of5.l 

Revised: May I, 2013 

As part of an International School System, CENSA Intemational College has participated in several activities at 
international level in Colombia , Argentina. and the United States. The following is a list of international activities CIC 
has participat ed in during the last thre e years: 

2012 - First International Symposium on Health 

Medellin , Colombia 

November 23 , 24 

CENSA's Presentation : Alzheim ers Disease : Prevention. Present Treatment and Future 

201 3 - AClET's Presidents Mi ssion : Higher Education - USA. 

Miami FL 

September 1st th rough 8'11
• 

CENSA' s Prese ntation : Education System in the USA. 

201 3 - Second Annu al Sym posium on Health 

Medellin, Colombia 

September 25 , 26 

CENSA's Prese ntation : Health Care Rcfo nn in the USA 

2014 - Third Internati onal Symposi um on Health 

Mendoz.a. Argentin a 

Nove mber 13, 14 

CENSA' s Presentation : Addiction Treatment and Rehabilitati on Modaliti es in the USA 

2016- CIC plans to condu ct the 4th Annual International Sympo sium on Health at the Miami Campu s during the second 
quarter of 2016 . 

2016 - Global Trade Chamb er and CIC 

CENSA International Colleg e Campus 

Janu ary 14, 2016 3:00 pm to 5:00 pm 

Topic: Referral Exchang e Program 

Description and scope of distance education activities: Hybrid [gl Fully Online D 
ln 2014 , CENSA International college began offerin g Hybrid (theor etical cour ses onlin e/clinical hours onsit e) 
Bachelors of Science in Nursing program and a folly online RN to BSN program for those students who already hold a 
Regist ered Nurse license but wish to furth er their studi es and complet e a Bachelors of Scien ce in Nursing. Both 
programs are also offered fully on-ground at the campus . TI1c ability for the student to choos e the delivery of cont ent 
provides alternatives for lifest yks convenience in completing their studies. Course objectives , content , and assessment s 
are tipicall y the same, regardless of the mode of deli very. 
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ACICS Application for Acc reditation - Sel f-Study Narrative 
Page 3 of51 

Revised: May / , 2013 

We are offering a Hospitality and Tourism Management Diploma Program and an International Business 
Administration Masters Program . Both of these programs are offered fully online or fully on-site. As the college gains 
more experience with offering entire curriculums online, it is expected to expand the online offerings. In addition to 
having access to all campus administrative resources , (including the library's full text online databases) online students 
have 24 hour Help Desk assistance to resolve any connection or technological issues. The college uses the MOODLE 
Web-learning Management System that enables educators to manage course materials and to communicat e with 
students. With MOOD LE, students can take or submit surveys, quiz zes, essays, and tests: send and receive e-mai I, with 
the ir instructor , post messages to threaded discussions , and chat rooms , can create groups and teams for project or 
committee work, and upload assignments using online dropboxes. The MOOD LE platfom1 connects with the CENSA 
International College Campus Management System. Student Tracking and Records System (S.T.A.R .S.) to which 
students may also access to check their progress and grades at any time during the course. 

Prior to taking their first online course , students arc required to watch the ma11dato1y New Student Orientation Videos 
detailing onsitc office hours, Support Staff infonn ation, Online Library Resources Network (LIRN) access, S.T.A.R.S 
online virtual tour and MOODLE Platfom, introducto ry virtual tour . Additional to these videos. students receive an 
Online Student Manual sent to their institutiona l email which also discusses the particular effo1t and time required for 
online lcaming . effective strategics for success online , and describe the hardware and software students arc required to 
have avai lable at home to be able to participate in an online classroom. 

Participation in Federal Financial Aid Programs : Yes D No~ 

lNSTIUTIONAL CHANGES 

Description of major changes since the last institutional review in the following areas : 

Management: New Director of Nursing: , replaced 
RN. 

Change of Ownership : None 

Program offerings: On July 2015 the CIE approved the following programs: Nursing Assistant , Hospitality and 
Tourism Management. aod a Master in lntemat ional Business Administration. 

Curriculum : Addition of curricula for the new programs approved. 

Institutional delivery: New Programs Online 

Other changes: Moving to a new location in December 2015. 

New address: 4481 NW 167th St. Miami Gardens. FL 33055 

1. MISSION, OBJECTIVES, AND INSTITUTIONAL EFFECTIVENESS 
Every educational institution should have a mission, which is its speci lic puqJOse for e:sisling . The mission or the institution must he 
slated in the school's catalog and in other publications readily available to the public . The mission must be completel y, clearly, and 
simply stated in tenn s readily understandable by a prospecti ve studen t, parent s, the public , and other educational institutions. The 
mission should he t.lcvoted substantially lo can:er-related education and shoult.l be reasonable for the program of instruction and 
facilities of the institution. Each institution should he capable of demonstratin g its educational effectiveness through assessment and 
docum entation of student outcomes. This assessment must include evidence that the institution's annual retention and placement 
rates are in keeping with its mission. The institution's mission statemen t sh{>uld he consistent with educational and employment 
outcomes of its students. [n responding lo the questions bc.::low, please consult Sections 3- 1-100 througb 3-1- 113 of the 
Accr editation Criteria. 

MISS ION AND OBJECTI VES 

1.1 How was the mission developed? 

When the school was first open, the Board of Directors took the mission of their sister school in Colombia and 
adapted it to the needs of CENSA in Miami to comply with the requirements of the Commission for 
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Independ ent Education , the educational needs of the communit y at that time and hmv the school was 
envissioned in the future . 

1.2 State the institution ·s mission and supporting objectives. 

CENSA International College's mai.n objective is to offer programs of education for the workforce and human 
developme nt that contributes to the improveme nt of the qualit y of life for our community.We also want to 
strenghten the competency of our students as emplo yees or entrcp eneurs by developing their potential and 
comm itment to the improvement of society at large. 

1.2.1 Cite where it is found in the catalog. 

The mis sion of the inst itution is cited on page 4 of the catalo g. 

1.2.2 Explain how the supporting objectives are devot ed substantially to career-related education'! 

One of the object ives of our mission is to strcnghten the competency of our student s as employees or 
entreprene urs by developing their potential and commitment to the impr ovement of soc iety at large. By doing 
so we ensure that the education that they receive. wh ich includes signifi cant hands on experience in their career 
field , aims directly to exe rcise their skill s and knowledge in a professional way. 

1.2.3 Exp lain how the suppo rting objectives arc reasonable for the program(s) of instruction , mode of 
delivery, and faci lities of the campus? 

The campus facilit y, mode of deliv ery and instructionaJ progra ms a re stucturcd in such way that not 
only the inst itution but also the students are able to achieve the objective of getting an educatio n for the 
workforce and hu man deve lop ment that at the end will imp rove the qualit y of life of our commu nity. 

1.3 Explain how the facu lty, financ ial resou rces , physical plan t. admini strat ion , manageme nt. and educational 
act ivities contribute to the implementatio n of the institutio n 's mission. 

Faculty : l11e facu lty's role is essent ial in the implementation of the institution's mission . The y impart 
know ledge to the students , serve as mentors and encourage the students to cont inue with their educat ional goa ls. 
The faculty prov ides feedback to the admini stration and assure that the stud ent receiv es the proper training. 
ski lls and edu cation to go out into the job mark et and be competitive and successfu l which is a component of 
the instit ution's mission . 

Financia l Resources: In order for the institution to succcd, the financia l resources arc needed to support and 
maintain the admini stration' s mission. They provide finan cial supp ort , payroll , sa laries, building maintenance , 
materials and supplies needed . CIC has the advantage of hav ing the financial support of the inte rnational 
mother instituti on which has been a financial back up when needed . 

Phys ical Plant: 111c phys ical plant is also essential in the mission of the institution . It is well maintained , 
strateg ically located for easy access from main highwa ys and streets for the students and the community. It has 
the approp riate amount of bathro oms and is handicapped accessible. The administration. admission offices are 
centra lized for the convenience of the students . Classrooms are equipped with projcetors , blackboards , 
comput ers and tools to make a comfortable learning environment. TI1erc is a library and an auditorium for 
activities such as workshops, t rainings. graduations and community events. A courtyard is avai lable for staff , 
facult y and students for break and study times as well. Vending machines are also available. A video can1e ra 
system is in place inside the building and we are in the proc ess of installing videosurveillance outsid e of the 
building. 

Administration and Management: The responsibilit y of The Administration and Manag ement is to enssure that 
the institution promotes a proper learning environment for the staff , faculty and students. The y develop the 
policies and procedures and monitor the complianc e on a continuous basis. They align those policies and 
procedures to suppoi1 the institutional mission . 
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Educational Acti vities: ll1e institution coordinat es seve ral activities a year in order to promote the educational 
growth of the stud ents such as lectur es, Health Fairs , Communit y Educational activiti es in which the stud ents 
participat e as volunt eers and pro vide free servi ces to individuals , and educational confer ences wh ere invited 
gue sts speak about topics relat ed to educ ation. CIC also participates in international healt h conferences and 
sympo siums as part of its m other inst itution educational program. 

1.4 What a.re the provisions for ensuring that the mission is subj ected periodi cally to critical review by the 
administration and facult y to dctenninc if the campu s is fulfilling its educ ational mission and me eting the needs 
of the communit y? 

The Campus Director, Progra m Direc tors, and a sta ff represe ntative meet once a year to revie w and di scuss if 
the cam pus is fulfillin g its educational miss ion and meeting tbe needs of the communit y. ln addition. the board 
membe rs meet twice a yea r with the Campu s Direc to r, and Program dir ector s as we ll where the mission can be 
rev iewe d . 

1.5 How do degree p rograms emphas ize both the achievement of vocational object ives and gene ral education? 

By fo llov,1ing the Standa rds es ta blished by the CIE. AC ICS and other licensing and regulatory entiti es. 

1.6 Descr ibe the admini stration ·s plans for any changes in the institut ion·s missio n and/or supporting obj ecti ves. 

The Board of Directors has a meeting sched uled fo r January 20 16 to review the inst itution's missio n and 
possi ble change in the support ing objec tive and mission if nee ded . 

INSTITUTIONAL EFFECTIVENESS 

1.7 How was the campus effect iveness plan (CE P) deve loped ? 

The CE P v,,as a tea m eff ort . The Ca mpus Direc to r, - provide d the financial and econom ic 
information .. The Registrar, prov ided the G PA's and SAP . The schoo l inven tory and 
equipm ent infonn at ion was provided by the Campus Bursa r. ll 1e Admissio ns represen tative , 

provided information regard iJJg the admi ssions process and refe rrals. M ost of the curricula and 
structure o~ rovided by the then Dean of Education, . The Admi nistrative 
Ass istant, __ , coordin ated all sources of data a nd did the initial draft and subse quen t correct ions. 

Meet ings were also held with fac ulty and input from employe rs via surveys is t.akcn into consideration as we ll. 

1. 7.1 Who is responsible for imple menting and monit oring the plan ? 

The Campu s Director along ·with the Dean of Educ ation are responsible for implem enting and 
moni toring the plan . 

1.8 What are the annual rete nt ion and pla cement rates for the campu s, if appli cable , for the past three year s? 
(Pro vide the numb ers used to ca lculat e th e rates, and explain as necessary. ) 

Year:201 3 Rat e:Retention : 80.39% Plac ement: 0% 

Ycar :2014 

Year:2015 

Rate: Rctention : 72.22 % Plac ement: 65.3 8% 

Rat e:Retention : 76.85% Pla cement: 93. 22% 

Explanation (if ne cessary) 

Placement in 201 3 was 0% as this was the year the Nursing program start ed and the first graduation took place 
in Jun e 2014. 

1.9 How do these aimual retention and placement rates compare to prior rates, if applicable , and to rates at simil ar 
institution s? 

Prior to 201 3 CENSA was offering non-defr ee program s such as Basic Comput er Skill s, ESL , Medical Billing 
and Codin g , and data from those yea.rs is not availabl e . We have complied and exceeded the State of Florida 
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Requirements for Retention and Placement. Compared to nearby schools , our percentages are very competitive 
with other schools in the area. 

I. IO What arc the campus· retention and placement goals for the next reporting year? 

Retention: 70% Placement: 70% 

I. I 0.1 What factors were taken into consideration when developing these goals? 

Average of previous three years for both goals 

Employment rate in the area 

The fact that the institution does not accept financial aid which affects students who can not continue 
enrollment due to financial problems 

1.11 Explain how the activities undertaken to meet the retention and placement goals enabled the campus to maintain 
or improve retention and placement outcomes over successive years ? 

Ac,crcditation is a plus which motivates students to seek enrollment and stay in the institution. 

Improvement in passing licensurc rates have increased which is well seeing by the prospective employers . 

1.12 What data arc utilized to evaluate the following clements: 

a . Level of graduate satisfaction 

The Graduate Satisfaction Surveys. 

b . Level of emplo yer satisfaction 

l11e Emplo yer Satisfaction Surve y 

c. Student leaming outcomes 

SAP , CGPA , tests , quizzes , projects , assessments from faculty and the STARS Software Program and 
finall y passing the liecnsure exam . 

1.12.1 Explain how the data is collected and used to improve educational processes for the following elements: 

a. Satisfaction of graduates 

Graduates complete an anonymous Graduate Satisfaction Survey when they come in to pick up 
their diplomas or transcripts. The data is collected and tabulated for review and if needed. an action 
plan is developed and implemented. 

b. Satisfaction of emplo yers 

Emplo yers are surveyed via the Employe r Surve y Satisfaction by email , in person or telephone 
to dctenninc their level of satisfaction with the emplo yee's knowledge and ski lls. The data is 
collected and tabulated for review and if needed an action plan wi ll be developed and 
implemented. 

c. Student learning outcomes 

Licenses: Data is collected from the PEARSON VUE Software from the NCBSN 
Examinations Board. We utilize the data and create plans to improve our educational processes. 

SAP: It helps us monitor the students current status and intervene via academic advice in order 
to assist the student in continuing with their educational goals. 

CGPA: We continualy monitor the student's GPA's in order to provide academic advice if 
needed . 
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Tests, Quizzes. Projects, assessments from faculty: These tools are utilized in order to assess 
the students knowledge and progress. It asists the facult y in reviewing the material taught and 
provide additional mentoring or practice in a weak area. 

STARS Software Program: It assists us in maintaining accurate records and thus monitor the 
student's progress. 

l. 13 How is the campus effectiveness plan evaluated? 

The Board members , Campus Director and Program Director meet once a year to evaluate the Plan . 

1.13. l What is the schedule for evaluation ? 

The meeting is held in the month of january . 

2. ORGANIZATION 
Each institution should have an organizational structure designed to promote among all staff a spir it of understandin g, cooperation . 
and responsibility . Performance standard s and monitoring controls need to be emp loyed to insure adequate administrnti ve 
functioning . The annua l huJ get expenditures should be adequate to properly implement the stated educational objectives o f the 
instil ulion . In responding lo the questions below , please consu lt Sections 3- 1 -200 through 3- I -203 11f the Accredi tation Cri teria. 

2. 1 Describe the gove rnance , control. and corpo rate organ ization of the institution and cite where it is stated in the 
catalog. 

The governance is run by the Board of Directors . They develop the policies and ensure that everyone complies 
with them. There are three Board members on the Board. One of the Board Members also serves as the 
Campus Director . CENSA International College LLC, is solely o'vvned by 
(President and Campus Director in Miami and Orlando) , 
CENSA in Colombia and Vice-President of CENSA Internat ional College) and 

all of which are the sole members of the Board of Directors. 

Please sec cata log page 5. 

2.2 Hov,1 does the administration ensure that faculty and staff clearly understand their duties and responsi bilities. the 
person to whom they report, and the standards by which the success of their work is meas ured? 

The staff and faculty receive an orientation at the time they begin working with the institution. they also 
receive a Staff and Faculty Handbook as well. each position has a job description with specifications as to who 
they report to and an annual evaluation is conducted with each individual. The result of the evaluation is filed in 
the staff/faculty file. 

2.2.1 How is this document ed? 

The employees sign a document stating that they received the Staff/Facult y handbook and their job 
descriptions. this infom1ation is palced in their files. They also receive their annual evaluations and 
they arc placed in their fi Jes as we II. 

2.3 How does the administration monitor and evaluate activities of faculty and staff? 

Every staff member knows they are responsible for their individual duties and report of them on a daily and 
weekly basis to the Campus director. A staff meeting is held at least once a month to disseminate new 
information and present repo1ts from staff The faculty report to the Deai1 of Education on a weekly basis and 
they arc monitor via class observations and students surveys. 

2.4 Describe how the administration provides for the professional integrity of the staff ai1d the academic freedom of 
the faculty. 
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The staff is infonned and made aware of the institution's policies which are also included in the staff/Facult y 
Handbook and of the consequences of not adhering to them. The Academic Freedom is discussed with the 
faculty at the time of hiring and is discuss ed in the faculty handbook as well. 

2.5 How is the policy for ensuring academic freedom communicat ed to faculty '! 

The Academic Freedom is communicated at the time of hiring , in faculty meetings , and is stated in the 
Staff/Facult y Handbook. 

2.6 Describe the grievance policies and procedur es for students , employees , and other interested parties. How are 
students , faculty , and administrative staff made aware of these policies? 

The grievancies , policies and procedures are stated in the Staff/Fa culty Handbook and in the School Catalog for 
Students. lt is communicated at the time of orientation to the students , staff and faculty also during staff 
meetings. 

2. 7 Describe any plans for the improvement of the organization . 

We at CENSA International College have a schedule of improvement for the next three years. 

I . Moving to a large r more confortable site by the end of20 15. 

2. Obtain accreditation with none or minimum tags (2015-2016). 

3. Be able to provide financia l aid to students (2016-2017). 

4. Be able to provide student visa 1-17 to foreign students. 

5. Obtain programmatic accreditation for Nursing Program (2016-2017). 

6. To create another undergraduat e degree program and another Master degree level program (2016-2017). 

ldeas for the improvement of the organizatio n a re gathered from all students and staff who provide their 
feedba ck at different moments during their contact with the institution. 
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Each institution must coordinate its administrative functions to best serve its educational mission. All staff should be well trained to 
cany out administrative runctions. Detailed record keeping enhances the management or the institution. In responding to the 
questions below , please consult Sections 3-1-300 th.rough 3-1-303 of the Accreditalivn C,-i1e1-ia. 

3.1. Who is the on-site administrator and what are that person's qualifications for this position? 

The Campus Director, . who holds a Doctorate Degree in Psychology and is a 
Licensed Clinical Social Worker . . - previously owned and managed YA Consulting 
Services, a Social Services Company, was also an administrator at One Plus One Florida, one of the 
oldest Home Health compa nies in South Florida and a Director of Clinical Services at Windmoor 
Healthcare of Miami and Bayview Center for Mental Health. 

3.2. How does the administration provide for continuous evaluation of the following fimctions: 

a. Programs of study 

The Campus Director meets with the Board members once a year to discuss action plans and 
ways to improve the quality of the programs of study. The Campus Director also meets with 
the Program Director to discuss the current curriculum and address the job market needs and 
demands . They also receive input and sugestions for changes and improvements from the 
faculty and staff. 

b. Student activity program s 

The student activities are coordinated, implemented and supervised by the Admissions, 
Placement staff and the Campus Director . 

c. Guidance services 

The institution provides guidance to the students from the moment a student comes to enroll . 
The Admissions representatives provide guidance and orientation to the student mainly during 
the first two weeks of enrollment. The Registrar provides guidance regarding the student's 
schedule, grades and progress with their courses especially when the grades decline and the 
student is considering the option of dropping out. The faculty provide guidance to the student 
regarding their progress in the course, grades, tardiness, absenteeism, problems arriving at 
school, etc., The Program Director provides guidance when the student is demonstrating poor 
perfonnance, has personal, family and emergencies, that affect his/her schoolwork. 

d. Financial aid services 

CIC does not participate in the Federal Title IV as of yet. 

e. Instructional procedures 

The program Director and the faculty members evaluate the Instructional Procedures, including 
but not limited to: curricula, faculty dashboard, on-site or online guidelines, lesson planning, 
etc. 

f. Ins tructional resources 

The Campus Director and the Program Director review and evaluate the need of instructional 
resources. Materials are purchased as needed by the Finance Department based on needs 
reported by faculty and staff during supervision and/or meetings. 
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What evidence is on file to verify degrees of professional staff whose degrees are listed in the catalog? 

The transcripts and Degree Diplomas are in the personnel files and are kept in the administration area. 

3.4. What records are kept relative to the following areas: 

a. Financial aid activities 

NIA 

b. Admissions 

Enrollment agreement , copies of transcripts, students picture ID's, student admission form, 
and high school diploma are in the student's files. 

c. Curriculum 

Program's curricula are stored an accessible in the institution's Academic Management System 
(S.T.A.R.S) through the administration , faculty and student dashboards . 

d. Guidance 

The confidential guidance information is in our STARS Student Management System . 

c. Library or instructional resources 

All the texbooks for the courses are catalogued and classified with its respective label and bar 
codes . We utilized the KOHA Software System . Students at CENSA have access to the 
Library and lnfonnation Resources Network (LIRN) through the student's dashboard which 
contains other databases such as Academic OneFile , PROQUEST , AEBSCO, PUBMED , 
GALE Reference Virtual Library, PROQUEST LION, and the EDUCATOR's Reference 
Complete . 

f . instructional supplies and equipment 

Instructional supplies and equipment are ordered as needed and are kept in storage until needed 
for use. A yearly inventory is maintained for accuracy. 

g. School plant 

All records of maintenace to our facility are kept in the Director' Office. 

h. Faculty and staff 

The faculty and staff files are ket under key in the Campus Director's office . 

1. Student activities 

Student activities are documented and kept in the Admissions Department. 

J. Student personnel 

The Sudent Files are kept under key in an individual locked room in fire proff cabinets. 

k. Campus Accountability Reports 

The CAR is kept electronically in our system and a hard copy is kept in the Director's office as 
well. 

3.4.1 Describe how student files arc maintaine .d and organized. If students records are maintained 
electronically , describe the system. 
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The student files are organized with tabs in a specific order following a checklist. The order of 
tabs and documents in in the files is as follows: 

Tab 1: Transcripts 

Tab 2: Enrollment Agreement/Financial/ID/TEAS/ 

Tab 3. Consent Forms 

Tab 4. Clinical Requirements 

Tab 5.Certificates 

3.5. If applicable , what specific testing records and academic and career advising records are maintained by the 
campus for students admitted under an ability-to-benefit detennination ? Insert the analysis of the campus study 
evidencing the relationship between admissions test cut-off scores and successful academic or employment 
outcomes. 

NIA 

3.6. What procedures are used to obtain evidence of high school and/or college graduation or equivalenc y 
certificates with scores? 

We request the GED or High School Diplomas from all students . We also request by mail the official 
transcripts from transfer students apply ing for the two year Academic Associate or Bachelors Degree. 
Foreign students must present origina l copies of degrees/transcripts translated and evaluated by a 
member of the Nationa l Association of Credentia l Evaluation Services. 

3.6. l Describe the procedures in place to verify that the credential earned is from a recognized/legitimate 
institution and not from a "'diploma mill." 

When there is the suspicion that a credential is not legitimate , the school directly requests the 
credentials via certified mail and searches the legitimacy of the schoo l with the licensing authorities. 

3. 7. What grad ing system does the campus employ to indicate student progress? 

The grading system is the American Scale which is described in the catalog. 

3. 7.1. What is the unit of credit (semester , qua1ter, or trimester) used or clock hour? 

Our unit of credit is the semester credit hours. 

3.7.2. How does the campus ensure that a transcript is maintained for each student? 

Each student transcript is maintained in the student file. 

3. 7.3. How is tl:Je grading system explained on the student's transctipt? Is it consistent with the campus 
catalog? 

CENSA uses the following grading system: 

A= 90%- 100% 

B= 80%-89% 

C= 75% - 79% 

0 = 60%-74% 
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which is consistent with the campus catalog. 

3.8. How are records and reports (e.g., student, staff , financial) housed so that they are safe from theft, fire. or other 
possible loss? 

Student's files are kept under lock in the records room in fire proof cabinets. Staff records are kept 
under lock in the Campus Director's Office. CENSA uses electronic means (Quickbooks) for 
maintenance of all financial records which are backed up every day by Quickbooks. 

3.8.1 If the campus utilizes computerized record keeping. what are the back-up procedures? 

Training Masters is the company that provides us with the S.T.A.R.S campus Management 
System. Our records are kept in their servers. We also utilize Google Drive to keep our 
electronic data and records. 

3.9. Hov,1 long arc student records maintained by the campus? 

The student records of students who are enrolled are maintained permanently. The records of the 
students who apply but do not enrol l are maintained for one year. 

3.10. Describe any plans for improvement in the administration . 

1. Hire additiona l suppo11 staff as we grow . 

2. Assure that all key personnel has his/her own office in the new building. 

3. Adjust schedule of key personnel to cover evening office hours . 

4. Ensure that all staff gets at least six hour s of in services/training on their area. 
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An institution ' s methods of attracting and retaining students often are subject to scrutiny and arc of considerable 
concern to the public , to other educational institutions , and to the Council. An institution· s recruitm ent effo rts should be 
devoted to locating and informing students , in a professional and dignified manner. who the institution can best serve. 
Recruiting practices contribute to an instit ution 's image. Each institution also should strive to ensur e that its financiaJ 
relations , ,vith students reflect the highest ethical standards and are in confom1ance with all state and federal laws and 
regulations. Each institution is required to develop a program of student personnel services that is consistent with its 
stated mission. Such services should support the educational program and reflec t the institution · s concern for the 
welfare of the student. In responding to the questions belo w, please consult Sections 3-1-400 through 3-1-442 of the 
Accreditation Criteria. 

ADM ISSIONS AND RECRUITMENT 

4.1 What is the admi ssions policy? 

At least 18 years ofage . 

• Registration fee ($100.00). 

• High School Diploma , GED or its equivalency. 

(GPA 2.5 or higher) . This is wa ived for Transfer students from another Higher Education Inst itution or 
professionals from ot her countries with their appropriate cquiva lcncy in the United States who submit a Foreign 
Crede ntia l Evaluati on from a member of the National Associat ion of Credentia l Evaluati on Se,vices . 

• An interview by one of the members of the Admissions Committee will be conducted to dctcnnine student's 
abil ity to und erstan d and communicat e wit hin the lear ning environment. 

• Students whose first Language is not English and are not ab le to pass the Admissions lnteiview , must present 
original proof of passed TOEFL (63 or Higher) o r take and pass the Institut ion ·s Institutional TOEFL with scor e 
of 450 or higher. 

• Submission of a completed enrollment applic atio n . 

4.1.1 Does the poli cy differ based on the credentia l awarded or progra m of study? 

Yes. the Nursing Program has additional requir ements including but not limit ed to: Takin g and pass ing 
the test of EsscntiaJ Academic Skills (TEAS) , v,1ith a score of 75 or greater , a back gro und check within 
3 month s of of ad missio ns, physical exam within six months. CPR and fir st Aid Certifi catio ns, and 
Liabili ty Insuran ce if applicable. 

The Master in International Busines s Administration requires a Bachelor's Degree in Busin ess 
Administration or closely relat ed field. 

4.1.2 Explain how the admissions policy adheres to the institution ' s mission. 

By ensuring that all students who enroll in CE NSA comply with the admissions criteria established for 
each program , we also ensur e that our graduates deve lop the competenci es necess ary to contribut e to 
the quality of life of our comm unity which goes along with our mission. 

4.2 If applicable , what is the admissions polic.y regarding enrollment of abilit y-to-benefit students? 

NIA 

4.3 What records are maintained by the campus to reflect the basis for the admission of eac h stud ent ? 

The campus maintains the originaJ enrollment documents on the student's file: enrollment agreement, 
application , High school diploma or GED , offiial trans cripts, copy of the ID and Social Security card. 
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Presentl y, CIC gears its recruitment program in the most commonl y used social media: Google. Facebook , 
Twitter , lnstagram , etc. We also advertise on TV, radio , FBON Journal , and local papers. We also participat e 
in local health and community fairs, career fairs at local high schools. and direct mail to perspective candidates. 

4.5 Describe how admissions representatives are trained, compensated , and monitored. 

Admission reps are first oriented to the institutions missio n, vision and policies and procedures for admissions 
and in generaJ upon hiring. Then within three months of hiring , they are required to take the Admissions 
Compliance Training for Florida Career Institutions. ( 4 hours) offered by state authorized entitie s. Thereafter , 
durin g staff meeting s, the y are informed of any new changes in policies and additional training available. They 
have a fixed salary , no commissions , and arc monitored by the Admissions Committee composed of the 
Campus Dire ctor , the Dean of Education/Program Director and Offic e of Registrar. 

4 .6 Describe the policies and procedures regarding incoming transfer of credit. 

CENSA Intcmat ional College reserves the rights to accept cred its from other institutions. Acceptance of credits 
will be detennined on a case by case basis depending on course content , number of hours , how long ago the 
course was taken and comparab ility to standards as determined by the admissions comm ittee . Transfer of 
credits will not be granted for a core course in Nursing older than 5 years . For all other programs transfer of 
credits will not be granted for cou rses older than 10 years . CENSA International College will grant full 
prerequi site credits to foreign physicians or professional nurses who wa nt to enroll in the ASN or BSN 
programs provided that they can submit proof of their credits/degree translated and evaluate d by an authori zed 
credential ent ity. In add ition, they must demonstrate the abilit y to understand , speak and write in the English 
language by passing the TOEFL Exam (63 or Higher) or take and pass the Institution 's Institutiona l TOEFL 
with score of 450 or higher to detennine compete ncy in the language or adhere to CENSA Internatio nal 
College ·s policy on learning in a language other than English. 

Students will be granted up to 45 credit s towards their ASN and up to 45 credits towards their BSN for 
coursewo rk complet ed at any licensed institution or comb ination of institutions. For the RN to BSN program. 
CENSA lntemationa l College wi ll accept up to 60 credits . ,vhich will be granted based on an Active RN 
License. CENSA Inte rnational College will acce pt a ma.~imum of 12 credits for any course work completed by 
an examina tion , such as a College Level Examinat ion Program (CLEP) approved by the Co llege Board or the 
Challenge Examinations offered by CENSA International College. 

4.6.1 Where arc these policies and procedures published'? 

These polici es and procedures are published on the institution's catalog on page 12 which is also 
available on the webpagc of the institution . 

4.6.2 Describe any articulation agreements with other institutions. 

Presentl y CIC has two Strategic Alliance Agreements to provide Continuing Education Courses with 
lnnerwork Personal Development Group to offer a Certifications of Addictions Profess ional Course 
(CAP) , and a second one with Supematural Busin ess School to provid e a course on how to invest in the 
Stock Market. There is also an articulation agreement with American Corporate University. a sister 
college in Colombia. 

4.6.3 Describe where the campus publishes a list of institutions with which it has established the agreements. 

1l1is infonnation is published in our wcbpagc. 

4.6.4 Describe the proces s for notification to students of the articulation agreements and the transferabilit y of 
credits in the programs that are offered. 
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Stud ents are notifi ed during orientation of CI C's of articulation agreements w ith od1cr schools and the 
mechanisms in place to transfer credits from one institution to another. This info rmation is also available on our 
wcbpag e . 

STANDARDS OF SATISFACTORY ACADEMI C PROGRESS 

4.7 Who administ ers the standards of satisfactor y academic progr ess (SAP) for the campus and what are this 
individual's qualifications to administ er SAP ? 

The Prog ram Director is responsible for admini stering the Stand ards of Academi c Progress (SAP). -
- is respo nsible for the Nursing Asso ciate, Bachelors and RN to BSN Nur sing Program s. He holds a 
Bachelor s Deg ree in Nursing from Florid a Intcmati onal University, a Bachelors Degree in Psycholog y and a 
Maste rs in Nursing Educ ation from Walden University . as ove r 20 yea rs of e:\.'Perience in the 
area of Nursing and Supervisio n . He wo rked as a Reg istered Nur se Field Supervisor for Satff Builders and 
Caring Assoc iates , Tnc., was a Reg istered Nur se Case Manage r/Superviso r for Genes is Home Health and is 
currently a Floor Superv isor for North Shore Medical Center . 

is responsi ble for the Masters in Internationa l Business Administration Program . He holds 
an Assoc iate Degree from .Bro·ward College in Business Administ rat ion, An Interna tional Affai rs Bachelors 
Degree fro m Florida State University and a Ma sters Degree from Nova Southeastcm Universi ty . 

is responsib le fort hc Hospitality and To urism Program. He holds a Bache lors Degree in 
Business Admini strati on from Caracas University and a Maste rs Degree in Advertis ing and Marketing from the 
Univers ity of Texas . 

4.8 How docs the camp us dc tcnnine if a student is making satis factory progress accor ding to the pol icy? 

The stude nt mu st maintain satisfac tory academic prog ress according to schoo l policy. Stud ents falling below the 
minim um pass ing grade of ' ·C" or in dange r of fa iling w ill be called for an advis ing sess ion . Academic prog ress 
will be monitored by the instructor of eac h prog ram on an Academic Progress Report. Both practical and 
written examin ation must have a minimum passing grade of "C" . Students who fa ll below the passi ng gra de arc 
pe rmitted to retake the examin ation(s) within a reaso nable timeframe esta blished by the instrnctor. lf the student 
fails the cxa mination( s) the second time, he/she will be called for adv ising by the Dean of Education and will be 
placed on academic prob ation for thirty (30) days. 

4.8. l Who reviews the student's record s and advises the student? 

The prog ram Director reviews the records and advises the student. 

4.8.2 Who monitors probation ? 

The Program Director monitor s probation . 

4.IU How is attendanc e verified? 

Attendan ce for both online and on-site programs is ve rified throu gh our campus mana gement system 
Student Tracking and Records Sys tem. (S.T.A.R.S. ) whe re faculty can enter attendan ce on a daily bas is. 

4.8.4 How is the c.umulative GPA and percentage of successful cotu-se completion verified ? 

The Campus Man agement System S.T.A.R.S is des igned to allow faculty to determine the weight of 
each assignment. exam , home work and discussions: once this is don e the system autom atically 
calculat es the studen t's GPA upon verification of cours e completion . 

FINANCIAL RELATIONS 
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lfthe institution sponsors institutional scholarship , grant , or lo:m programs , describe them and provide how· 
they are publicized. 

CENSA International College will award a one-time $10,000 grant to nursing students who apply and qualif y 
for this grant; are starting ASN and BSN program from the beginning and/or are not transferring more than 6 
credits from other Institutions. In addition , CENSA International Colleg e will award a onetime $5,000 grant to 
nursing students who enroll in the ASN and BSN programs and/or are not transferrin g more than 45 credits and 
to students enrolled in d1e RN to BSN program who meet the criteria under any of the following categories: 

Single parent. 

• Head of household. 

• Minority . 

• First in family to pursue higher education. 

• Students ,,.·ho qualif y under the D.R.E.A. M. Act. 

• Veterans . 

Criteria to be met under each category Single parent status 

• Survived intimate partner abuse and has been separated from abuse r a minimum of one year or; 

• Has been legally divorced or separated for more than one yea r and is the parent responsible of one or more 
children. Head of household 

• You arc married or unmarried on the last day of the previous year and 

• You are able to show proof of the above status with a copy of your income ta-x retu m. 

• You paid more than half of the task of keeping a home for the yea r and 

• One or more dependents lived with you in the home for more than half of the year. Minority 

• Any person of African-American descent. 

• Any person of Hispanic descent. 

• Any person of Native-American descent. 

• Any person of Asian descent. First in Family to pursue Higher Education 

• Both of your parents must not have eamed a Bachelor 's degree from any University/Coll ege or: 

• You live with stepparents or relatives who do not have a Bachelor 's degree but one of your biological parents 
do and you are the first sibling to pursue Higher Education . 

• You are the first sibling to pursue Higher Education. Development Relief and Education for Alien Minor s 
(DREAM Act) 

• Must have entered the United States before the age of 16. 

• Must not be older than 31 years of age. 

• Have lived continuousl y in the United States for at least five years. 

• Have not been convicted of a felony , a significant misdemeanor or three other misdemeanors. 

• Is currently in High School (Senior Year) or has graduated from an American High School or earned a GED. 
Veterans Must be a US Citizen or Legal Resident. 
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• Must be a United States veteran, who must provide a copy of the veteran ·s honorable discharge or a letter 
certifying current service and eligibility for release from active duty prior to attending school. 

These grants cannot be used in combination with each other even though an applicant may fall under more than 
one category. ll1e grant will be discounted from the totaJ amount of the program tuition m1d a student must 
request and fill out an application for grant during the admissions process. 

This infonnation is publicized in the catalog on pages 8-9-10 and is also published on our wcbpage. 

4. IO What evidence does the campus have that demonstrates the tuition , fees, and other charges for all students who 
enrolled at the same time and in the same program are consistent. If they are not consistent , explain. 

Tuition foes and other charges are fixed expenses detennined when the student enrolls in the program and are 
maintained throughout the student life in the institution regardless of cost or living increases and other expenses 
to the institution. 

4.11 What are the refund policies and procedures? 

Should student's enrollment be terminated or cancelled for any reason, all refunds will be made according to the 
following refund schedu le : 

1. Cancellation can be made in person , by electronic mail , by certified mail or by tcm1ination. 

2. All monies will be refunded if the Institution does not accept the applicant or if the student cane.els within 
three (3) business days after signing the enro llment agreement and making initial payment. 

3. Cancellation after the third (3rd) business day, but before the first class , results in a refund of all monies paid. 

4 . Cancellation after attendance of a Diploma Program has begun , but prior to 40% completion of the 
course/class. will result in a Pro Rata refund computed on the number of hours completed to the total 
course/class hours. 

5. Cancellat ion after c.omplctin g 40% of the program will result a no refund . 

6. Tem1ination Date: in calculating the refund due to student , the last day of actual attendance by the student is 
used in the calculat ion unless ear lier ,vritten notice is received. 

7. Refunds will be made within 30 days of tennination of students ' enrollment or rec.ei ved of Cancellat ion 
Notice from student. 

8. Cancellat ion due to the institution clos ing of a program or course, student will be given the opportunity to 
take the course at a later date or given cred it to enro ll in another program . Howeve r, if the student docs not wish 
to do so, I 00% of the tuition and registration fees collected will be reimbursed. ff the Institut ion closes all 
tuition collected during the current enrollment must be refunded . Outstanding balances for c.ourses already 
taken and still due must be paid in full and are exempted from this polic y. 

4.12 What are the qualificatjons of the financ ial aid officer? 

CIC does not receive Title IV funding and does not have a Finanial Aid Officer. The institution emplo ys a 
Bursar person who has a foreign Bachelor's in Accounting m1d has received training on Quiekbooks and 
S.T.A.R .S. campus management system. 

4.12.1 In what activities does the financial aid officer participate to keep up to date on changes in financial aid 
programs7 

NIA 

4.13 If applicable , describe the system for counseling students regarding their student lom1 repayment obligations. 

750 First Street, NE, Suite 980 • Washington, DC 20002-4223 et - 202.336.6780 • f - 202.842.2593 ewww.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



ACICS Application for Accreditation - Self-Study Narrative 
Page 18 of5.l 

Revised: May I, 2013 

We are not a Title IV approved school as of yet , therefore , we do not offer Financial Aid or Student Loan 
options to the students. However. we do inform the students about their responsibilit y regarding their scheduled 
payments for their programs. 

4.13.1 What is the cohort default rate for the last three years? 

Year: NIA 

Year: N/A 

Year: NIA 

Rate: NIA 

Rate: N/A 

Rate: N/A 

4. 14 [f applicable. describe the cash discount policy and provide evidence that it has been approved by the Council. 

CIC does not have any cash discounts policies. All students pay cash with checks or credit cards. 

STUDENT SERV ICES 

4.15 Describe how the campus provides orientation for new students. 

The Admissions Representative conducts an orientation with the student and provide an overviev,, of the 
institution and the program. The student is given the stude nt handbook , their schedu le. and the orientation 
package. Each particu lar department representative introduces him/herself and gives a brief description of the 
services they provide to the student. The first week of class , the schoo l librarian provides the student with the 
informatio n regarding their emai l account , their school ID, and provides a short training on how to utilize the 
library resources and tho student 's dashboard to access the Campus Management System. Also on the first 
week. the IT Director emails the stude nt all the infonn ation they need pertaining to the onlinc programs . 

4.16 Describe all academic and personal counse ling services offered . 

Academic counseling is provided by the Office of Registrar which discusses and advises the student s on their 
program's sched ule of classes . If further academic counseling is needed due to more complex situations , then 
students arc referred to the Program Director for further assistance. if an academ ic issue is not resolved at this 
leve l, then the student is referred to meet with the Campus Director. Personal Counseling services start with the 
faculty who usually hears first hand of student's pe rsonal issues which is nom1ally in their perfonnance in class. 
Faculty are instmct ed to refer students to either the Program or Campus Director for furthet assistance. If the 
issue requires professional counseling , then the student is advised to do so. 

4.16.1 What arc the qualifications of the staff responsible for the counseling program(s)'? 

The Program Director hold s a Bachelors Deg ree in Psycholo gy, a Bachelors Degree in Nursing , and a 
Masters Degree in Nur sing Education. The Campus Director hold s a Ph.D. in Psychology, a Masters in 
Clinical Socia l Work , and is licensed as a Clinical Social Work er. (LCSW). The initial Academic 
Counseling is provided by the Registrar who has a Master Degree in Business Administration and a 
Bachelors Degec in International Business Affairs. 

4.17 Describe the retention program. 

The Campus , Program Director , Registrar and Facult y work together at implementing the retention program 
procedures . The Registrar along with the Program Director identifiy the students who might be demonstrating 
poor of perfom1ance by ana lyzing the data from the S.T.A.R.S Syste m. The faculty refers anystudent who the 
deem is in danger of falling behind in their course ,vork or shows excessi ve tardiness or absenteeism. The 
Campus and Program Directors will discuss an action plan with the student in order to assist him/her with their 
educational goals and avoid suspension or withdrawal from the school. 

4.18 Describe employment services offered to students. 

The employment services offered to students are provided through the Placement Department Representative. 
The Placement Representatjvc posts job openings on the campus bulletin board. In addition , the students 
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receives guidance , infonned of job fairs , receives resume building assistance , mock interviews , and lead and 
interview referrals. 

4. 18.1 Describe how placement verification is documented. 

The Placement Representative documents all the interviews , referrals. employers contact information 
on the Employment Verification Fonn. All the infonnation is transferred to the school's database. 

4.19 Describe the proce ss used to conduct follow-up studies for graduate and employer satisfaction surveys. 

The Placement Coordinator conducts a follow up contact after six months after they complete the initial 
Satisfaction Survey. After that , they arc contacted once a year. 

4.20 Describe the programs of extrac urricular activities , if any. 

Extracurricu lar acti vites are conducted by the Admissions Department ,;vith the suppport of the staff and faculty. 
The students have participated in local Health Fairs , community events, seminars , conferences , and any other 
activity aim to enhan ce our relationship with the comm unity and the practicing of the student's learned skills. 

4 .2 J Describe any areas needing improvement in the area of relations v,1ith students . 

Although we do have a way to get feedback from the students through our sugcst ion box and student' s faculty 
evaluation at the end of each cou rse, ,:ve believe that there is room for improveme nt in meeting the student's 
needs. such as. posting grades on time , and prov ide immediate feedback on assignments submit ted . 

5. EDUCATIONAL ACTIVITIES 
The major index of an institution's qualit y is the effectiveness of its educational program. The educationa l program must 
be consistent with the stated mission , must be adequate in breadth and context to achieve it, and must produc e 
measurable results. Another index of an institution's qualit y is the competence of its faculty . TI1e effectiveness of any 
institution depends upon good teachin g and upon the abilit y and commitment of its faculty . The selection , orientation, 
guidance , stimu lation , and evaluation of the teaching staff are among the most significant responsibilities of the 
administration. The faculty shou ld actively partic ipate in developing the total educational program of the institution. A 
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third index of institutional quality is the resources available to instructors and students. In responding to the questions 
below , please consult Sections 3-1-500 through 3-1-544 of the Accreditation Criteria. 

Teaching hours , assignments , and schedules ,111ill vary from field to field and from institution to institution. but they 
should allow faculty time for adequate preparation and professional developm ent. l11e institution shall devise a plan for 
the efficient use of faculty competence and time, which addresses student-teacher ratios, number of teacher 
preparations. and number of teaching hours. In responding to the questions below. please consult Sections 3-2-100, 3-3-
200. 3-4-200, 3-5-200. and 3-6-400 of the Accreditation Criteria. 

PROGRAM PLANNING, DEVELOPMENT AND EVALUATION 

5. I Describe how the educational programs have been developed based on the institution· s mission. 

The educational programs have been developed to strenghten and develop our students knowledge , competency 
and skills in their respective fields empowering them to be productive entrepreneurs and emp loyees in their 
communities which goes along ,vth our mission. 

The course content is constantly and strictly evaluated and updated by the faculty and Program Director to make 
sure it meets the information and skills the students need to be successfu l in their fields. The students 
participate in lectures , intcmships/cxtcmships , (Labs and Clinical) where they receive hands on experience in 
their chosen area of study. 

5.1.1 List each program offered and state the occupatio nal and general o~iectives of the program. Provide an 
overview of ho,v these programs are delivered (i.e ., lecture. laboratory , self-paced instructio n, distance 
instruction). 

Nursing Assistant (NA): 

The objective of the Nursing Assistant program is to introduce the student to all aspects of providing 
care to the patient/client in the acute, communit y or home setting that involves knowledge of the human body 
function and stnicture , safety , basic care, specia l care concerns and the healthcare environment. 

This course is delivered on-site. 

Associate Degree in Nursing (ASN): 

The objective of the Associate Degree Nursing progran1 is to provide students with the appropriate 
didactic theory and hands-on skills required to prepare them for nursing positions in health care centers. clinics 
and facilities. Students will be prepared to successfully pass RN licensure and practice their skills in a safe. 
competent , ethical and professional manner. 

This program will enable the students to pcrfonn effectively as nurse by putting into practice the 
knowledge and skills learned side by side with the faculty in the classroom , lab and clinical settings. The 
students ,,.,ill be equipped with the professional , ethical and management skills to make a difference in the lives 
on those they care and to positively affect the medical system 

1l1c program is delivered via lectures, simulation and clinical hours on-site. 

Bachelors Degree in Nursing (BSN): 

Upon completion of the baccalaureate nursing program the graduate will be able to coordinate with the 
interdisciplinar y team to assess, plan, implement, and evaluate safe effect ive care; deliver holistic care using 
critical thinking , sound decision making, and effective communication; plan, implement, and evaluate nursing 
care based on evidence from research and nursing practice: apply leadership and management principle s as a 
novice professional nurse in the effective delivery of nursing care; integrate professional standards and ethical 
principles into nursing practice ; iocorpora:te teaching/learning principles in promoting health for diverse 
individuals , families, and populations. Evaluate the impact of trends and issues affecting health and access to 
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health care and advocate for persons , groups , and communiti es based on awareness of ethical and legal issues 
affecting health care. It integrates technolog y in planning , delive~ '. and evaluation of nursing care. 

The Nursing BSN deg ree prepares graduat es to enter professional positions in a variety of care settings 
with clients of all ages from diverse population s or for advancement to a graduat e degree program in nursing. 
Bacca laureate graduat es are prepared to practice as a generalist across the lifespan and in a variety of settings. 

The program is hybrid delivered via lectures onlinc, simulati on and clinic al hours on-sit e. 

Registered Nurse (RN) to Bachelors Degree in Nur sing (BSN): 

Upon completion of the RN to BSN program the gradu ate will be able to apply leadership and 
manage ment principles in the effective delivery of nursin g care: integrate profess ional standards and ethical 
principles into nursing practice: incorporate teac hing/learning principles in promoting hea lth for diverse 
individuals, fam ilies , and populations. Evaluate the impact of trends and issues affec ting health and access to 
health care and advo cate for persons, groups, and communities based on aware ness of ethical and legal issues 
a ffecting hea lth care. It integrates technology in planning. delivery , and eva luation of nursing care . 

This program is delivered I 00% on-s ite or 100% online . 

Maste rs Degree in Intemationa l Business Admini stration: 

CENSA international College ·s Masters in lntemationa l Business Admini stration degree has the 
primary o~jcctive of ensuring that U.S. and intemational students develop the tools and foundation needed to 
expand their current or future businesses to a leve l of capitalizing on va rious markets throughout the world. l11e 
world has several emerging markets that provide a solid opportuni ty for busines s to globali ze by offering their 
products or services where it would beco me a profitable investment for the compan y. In order to globalize, 
however , it is critical that these CEOs, preside nts. owners/fou nder , and decisio n makers understand the risks 
and rewards in entering into foreign markets. Aside from new market ing strateg ies, an understand ing of 
financia l respo nsibilities. ta-<ation, import/expo rt. business laws , and even cultural values must be understoo d. 
CENSA's Masters in International Business Admini stra tion progra m will focus on these and many other critica l 
subj ect areas to ensure that students arc well prepared for the challenges that globalization entitles . 

T his program is delivered on campus or online. 

Hospitality and Tourism Management Program : 

The objective of the Hospita lity and To urism Management prog ram is to provide students with the 
appropriate didactic theory and hand s-on skills required to prepare them for management pos itions in the 
hospitality indust ry and/or to provide supplemental traini_ng for persons previously or currentl y employed in 
these occupations. The hospitality industry as addre ssed in this program includes the hotel , motel , bed and 
breakfast, resort, club, marina , and other lodging organization s. 

The Hospitality and Touri sm Manag ement program is compo sed 600 hour s of instruction distributed by 
400 hours of theoretical aspects and 200 hours of field study. 

This program is delivered onlinc and on-sit e. 

5 .2 ldenti fy who is responsible for the following at the campus. Describe their academic and/or experiential 
qualification s for this posit ion: 

5.2.1 Overall administration of all academic program s. 

, Dean of Education , is responsible for all academic programs. He holds a 
Bache lors Degree in Nursing from Florida lnternational University , a Bachelor s Degree in Psychology and a 
Masters i.n Nursing Education from Wald en Unive rsity. has over 20 years of experience in the 
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area of Nursing and Supervisio n. He worked as a Registered Nurse Field Supervisor for Satff Builders and 
Caring Associates , Inc., was a Registered Nurse Case Manager/Supervisor for Genesis Home Health and is 
currently a Floor Supervisor for North Shore Medical Center. 

5.2.2 Administration of each academic program offered. 

is respons ible for the Nursing Assistant Associate , Bachelors and RN to BSN 
Nursing Progran1s. He holds a Bachelors Degree in Nursing from Florida International University, a Bachelors 
Degree in Psychology and a Masters in Nursing Education from Walden University. has over 
20 years of experience in the area of Nursing and Supervision. He worked as a Registered Nurse Field 
Supervisor for Satff Builders and Caring Associates , Inc. , was a Registered Nurse Case Manager/Supervisor for 
Genesis Home Health and is currently a Floor Supervisor for North Shore Medical Center. 

is responsible for the Masters in International Business Administration Program. He 
holds an Associate Degree from Broward College in Business Administration, An International Affairs 
Bachelors Degree from Florida State University and a Masters Degree from Nova Southeastern University. 

- held the position of Admissions Coordinator for A TI College of Hialeah, conducted his 
internship at Broward Bank of Commerce where he worked on improv ing the bank's new client on boarding 
process and loan application process for unsecured small business loans. He also worked at Florida Spectnun 
Environmental Services where he managed the field technicians in the absece of the Director. - is 
currently the CENSA International College Registrar. 

is responsible for the Hospitalit y and Touri sm Program. He holds a Bachelors 
Degree in Business Administration from Caracas University and a Masters Degree in Advertising and 
Marketing from the Univers ity of Texas. 

- has worked as a Senior Columnist for the Latino International and La Prensa Newspapers , 
Marketing Manager for Tile Internation al Warehouse , Director for Bon Jour Travel and Tours , and as a 
Produces and On Air Personality for the La Grande Radio Station. 

5.3 Describe the role of the faculty , administration , and others in establishing the educational programs. 

Faculty: The faculty's role in establishing the educational programs is essential. they are the experts in their 
respect ive fields and provide input for the curriculum as well as assist in the updating of the course modules. 

Administration: The administration's role is one of support in the establishing the educational programs. By 
conducting Graduate and Employer Satisfation Surveys , evaluating and following up with the results , they 
provide data and input to the faculty , Progran1 and Campus Director on student and employers needs, thus 
allowing them to make changes and updates in the educat ional programs. 

5.4 Describe how the educational programs reflect the needs of the students and the community. 

According to tl1e daily Business Review of South Florida, the most needed job s in Miami Metro Area are 
Registered Nurses and it is projected that its national growth between 2006 and 2016 will be 24%, which 
reflects th e higher need in the community for Nursing services. In addition , South Florida is wel I known 
nationwide to be one of the preferred areas for senior citizens to retire which increases the demand for Nurses 
and healthcare in general. 

5.5 How are provisions made for individual educational differences among students? 

The Program Director, Registrar and faculty provide academic counseling to students who might be 
demonstrating poor perfonnance in their course work. The Campus Director is also available to meet with the 
student and assist with academic counseling if the student needs advice with personal issues that are affecting 
his/her performance as well. The individual cases are discus sed at meetings between the facult y, Program and 
Campus Directors. CENSA Internatio nal College instructors are always available to tutor students vvho feel that 
they need additional assistance outside of normal classroom hours. 
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How are the community reso urces utilized to enrich the programs ? 

In order to en rich and remain current with our educat ional programs , we utilize partners in the community such 
as employers , community leaders and organizations who employ our students , conduct seminars and workshops 
for them and participate as guest speakers in our events. They provide us with input on innovations and tren ds 
in the industry , and in this way assist us with the updating of our programs. 

5.6.1 Describe how the utilization of these resources is documented. 

The utilization of these resources is documented with attendance sheets, flyers, and/or other documents 
pertaining to the activities . 

5.7 Desc ribe the policy on the responsibilit y and authority of faculty in academic governance. 

Faculty is involved in academic governance through their participation in implementing and administering 
policies that affect them and the students. And this input is appraissed by their contribution by developing new 
programs , selection of materials needed for educational purposes , participation in rev ision of curricula, and analysis of 
students outcomes. 

5. 7 .1 How was the academic governance policy communicated to the faculty? 

The academic Governance policy is communicated to the faculty in meetings and via emails. 

5 .8 Is there a detailed syllabus on file for each course? 

Yes , there is a detailed syllabus for each course. 

5.8.1 How are syllabi developed? 

The syllabi we re created by the program Directors and are based on each program curriculum. In tum , 
curricula is created based on researc h of the standards we need to comply with from the different 
entities that govern those standards. 

5.8.2 How often are the syllabi revised? 

The syllabi is revised on a as needed basis by recommendations from the faculty and students to the 
Program Director. Hov,1ever, the yea rly Advisory Committee meeting is where we usually discuss the 
syllabi revisions . 

5 .8.3 Describe the process for revising syllabi. 

The process for revising the syllabi is as follows: 

1. The students make recommendations to the Program Directo r via the Student Faculty Evaluations. 

2 . TI1e Facult y make recommendations to the Program Directo r. 

3. The Program director meets with Faculty who are experts in the specific area or subject and discuss the 
recommendations made. 

4 . After the syllabi has been revised and updated, it is submitted to the Campus Director for discussion regarding 
compliance with the different standard s for the particular program. This discussion is held with the entire professional 
team. 

5. Once approve d it is disseminated to the faculty and students. 

5.8.4 How are out-of-class assignments , if applicable , incorporated in the syllabi and how are they evaluated? 

Out-of -class assignments are incorporated into the syllabi and evalua ted once the student submit s its 
pertinent report. The student is given spec ific instrnctions , due dates , and format to follow which are evaluated as part 
of the grading process . They are evaluated by a point system rnbric in the different components of the report . 
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Describe any intemship/extemship programs , indic ating name of program, procedure, and person(s) responsible 
for the oversight of these activities. Have both the campus and the practicum site signed an agreement outlining 
the arrangements of the intemship/extemship ? Describe the contents of the agreement. 

The Nursing Assistant Progran1 has an intership clinical lab of 40 hours. According to the Board of Nursing 
64B9-15 .006 Standardized Curricu lum, "Prior to any direct contact ,-vith a resident, a training program must 
require that the student receives a minimum of I 6 hours of classroom instmction in communication and 
interpersonal skills, infection control, safety and emergency procedures , including the Heimlich maneouver, 
promoting residents independence and respecting redidents rights" . After the student complies with these 
requirements, him/her will be cleared by the Program Director to begin their 40 lab hours . The student will 
conduct his/her clinical hours under the direct supervision of the Program Director. 

The Assoc iate Degree of Nursing (ADN) requires both internship and extems hip hours; for a total of 750 hours 
between clinical simulation and extemships. The students will conduct their intemships /extemships under the 
direct supervision of the Program Director. 

The Bachelor of Nursing program requires both an internship and exte mship hours for a total of720 hours . The 
students will conduct their intemships /ext ems hips under the direct supervis ion of the Program Director . 

The Hospitali ty and Tourism Management program requires an e»iemship of200 hours which are coordinated 
by the Program Director. 

CENSA has signed Clinical Affil iation Agreements and exte rnship agreements on file with all sites where 
students conduct their extemships . 

NURSING CLINICAL SITE AFFILIATION AGREEMENT 

Between CENSA International College 

and 

THIS AGREEMENT made this __ day of ____ ~ 20_ by and between CENSA International 
College, an educational Institution having its place of business at 3420 W 84th St Suite I 04-110 Hialeah 
Gardens, FL 330 18, referred to as the "Institution ", and ______ having its place of business at 
_________ the City of _____ in the State of _____ hereinafter referred to as the 
"Affiliate". 

Where as it is to the mutual benefit of the fnstitution and the Affi liate to cooperate to provide clinical 
experience to students enrolled in the Nursing programs of the Institution . It is agreed as follows: 

1. The Institution will assume full responsibility for plann ing and execution of the educational program in 
nursing, includ ing progran1111ing, administration , curriculum content, facu lty appointments, faculty 
administratio n, and the requirements for registration , promotion and graduation . 

2. TI1e Institution will provide instructors for teaching and supervision of students assigned to the Affiliate for 
clinical experience, depending on th e course assignment. All facu lty, instmctors and supervisors provided are 
licensed by the State of Florida. 

3. The Institution will have the responsibil ity for planning the schedule of student experiences and for making 
indiv idual assignments. The Institution ·will notify the Affiliate in advance of its planned schedule of student 
assignments to clinical areas including the dates, number of students and instructors and type of experience . 
This schedule shall require approval by the Affi liate. 
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4. The Institut ion will ·withdraw any student from the clinical area whe n the student is unacceptable to the 
[nstitution or the Affiliate for reasons of health , unacceptable practices or performance. 

5. The Institut ion will keep all records and reports on students ' clinical experience. The Affiliate can request 
copies of it if needed. 

6. The inst itution will provide orientation for the Affiliate staff regarding the nursing programs. 

7. The Institution shall direct students and instructors to comply with the rules and regulations of the Affiliate, 
of which the Affiliate has advised the Jnstitution in writing, insofar as they may pertain to the activities of both 
while in the site. 

8. The institut ion shall direct students and instructors to respect the confidential nature of all med ical or 
personnel information relating to the Affiliate . The Institution shall advise all students and faculty of the 
importance of complying with all relevant state and federal confidentiality laws, includ ing the Health Insurance 
Portabilit y and Accountability Act of 1996 (1-DPAA), to the extent applicable. 

9. In addition to the Institution ensuring that all students and faculty have Professional Liabi lity Insurance in 
effect with a minimum of one mill ion dollars; the Institution will provide to the affiliate a copy of the 
Institutional Professional Liability Insuranc e. Copies of which will be submitted to the Affiliate if requested . 
Before the clinical training begins , the Affiliate can request its name to be endorsed as certificate holder in the 
insurance. The Institut e will notify the Affiliate of any changes or cancellation of insurance policy. 

10. The institution shall arrange for faculty and students ' background check ifr equested by the Affiliate. 

11. The Institution shall ens ure the students have had a health clearance ; including but limited to: vaccines , 
hepatitis B, chicken pox, nose and throat culture , etc. p1ior to the start of the educational expe rience and 
provided it to the Affiliate upon request. TI1e students have an ongoing obligation to update the health clearance 
form if there is a change in his/her medical condition. 

12. The Affiliate will make available the clinical areas for student experience. 

13. The Affiliate will make availab le space and facil ities for clinical instruction , conferences , and facilities 
necessary for the conduct of the clinical educational program. 

14. The Affiliate will provide orientation to participating stude nts and Institution facu lty relative to its 
facilities , and its rules , regulatio ns and procedures , including with respect to its Bloodborne Pathogen Exposure 
Contro l plan. 
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15. The Affiliate will assist with emergency health care to students and instructors (If applicabl e) who may 
become ill or who may be injured during clinical experience. Such treatment shall be at the expense of the 
individual treated. 

16. The Affiliate will retain full responsibilit y for the care of clients and will maintain administrati ve and 
professional supervision of students insofar as their presence affects the operation of the Agency and/or the 
direct or indirect care of clients. 

17. Each party agrees to cooperate with each other in connection with any internal investigation s by the 
Institution or Affilia te of possible violation of thei r respective policies and procedur es and any third party 
litigation, except that the Institution shall not be required to have any contact with any Union or Union 
representatives of Affiliate' s employees or subcontractors or participate in any Union grievance or other 
proceedings relative to Affiliate 's employees or subcontractors except as a fact witness. 

18. Each party assures that it ,.,,ii) not discriminate against any individual including , but not limited to, 
employees or applicants for employment and/or students becaus e of race, religion , creed, color, sex, age , 
disability, veteran status or national origin. 

19. This initial period of this Agreement covers the period ____ _ _ through ___ _ __ and shall 
be deemed automatically renewed on an annual basis thereafter upon the same tenns and conditions unless 
terminated by any party hereto upon at least sixty (60) days written notice prior to the annual renewal date. In 
th e event of termination, students enrolled shall not be prejudiced with respect to comp letion of their clinical 
clerkship . 

This clinical affiliation agreement will include students from the nursing assistant program. 

20 . Clinical experiences for the nursing assistant students will only be provided under the direct supervision of 
the instructor. 

21. Prior to any direct contact with a resident, nursing assistants students wi II receive a minimum of 16 hours 
of clas sroom instruction in communication and interpersonal skills ; infection control ; safety/emergency 
procedures, including the Heimlich maneuver; promoting residents ' independence; and respecting residents ' 
rights. 

CENSA INTERNATIONAL COLLEGE 

By: 

AFFILIATE 

By :----------
Sigt1ature: ____________ _ Signature: _______ _ 

Title : Dean of Educat ion Title: ----------
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5 .10 Describe the methods utilized to evaluate and revise the curricula. Identify any differences in these procedures 
among vano us programs. 

CENSA utilizes the same revising process for the curricula for all programs. We gather feedback from facu lty, 
administration , students and employers. 

Faculty contributes with their experie nce to determine for new trends in their respective fields, students provide 
feedback th rough end of course evaluations, and employers via Emplo yer Satisfac tion Surveys, where we in 
particular ask to write an specific area of need. The administration in turn , gathe rs and analyze this data to 
revise the curricula and ensure that it complies with the standard s outlined by the the different governing 
agencies . 

5 .10. I Cf advisory boards are utilized, list board members and their qualifications. 

We have an advisory Board composed of the th ree Board founder members , one community leader, and 
a member of the student body. 

Community Leader - who holds a Bachelors in Medicine from the Carlos J Finlay, School 
of Medicine from Cuba, a Diploma in Radiolog y Technolog y from UM/Jackson Memorial Hospital, 
School of Radiology Technology, Miami, FL and a Masters Degree in Healthcare and Administration 
and Management from the International Institute of Health Care Professionals in Boca Raton, FL 

Student body Representative - Luz S. Mora is a student enrolled in the RN to BSN program. 

5 .11 How was the length of each program determined? 

The length of each program is detenni ned by the number of credits. 

5. J 2 Do any program s include training by a third party? If so, please explai n. 

NIA 

5. 13 Is licensure or other certification required for persons employed in any program areas offered? 

Yes [gj No D 
5.13 .1 Cf yes, list specific skills that students will need to acquire in order to be licensed or certified and how 

the curriculum provides for attainment of these skills . 

The students who are enrolled in the Nurs ing Program will be required to pass a State Licensure Exam 
and need to acquire the following specific skills to be licensed or certified. These skills are but 
not limited to clinical and critica l thinking in the following areas : 

1. General Nursing Skills 

2. Medical Surgical 

3. Pedriatics and Maternity 

4. Mental Health Nurs ing 

5. Community and Leadership 

The curricula is built in compliance with meeting the standards meeting the above areas. 

5.13 .2 Describe any applicable examinations and the pass rate on each of th ese exams. 

750 First Street, NE, Suite 980 • Washington, DC 20002-4223 • t - 202.336.6780 • f - 202.842.2593 ewww.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



ACICS Application for Accreditation - Self-Study Narrat ive 
Page 28 of51 

Revised: May] , 2013 

N ursing students are required to take and pass the National Council Licensure Examination, (NCLEX). 
During the past quarter , (June -Sept.2015) , our passing rate was 37.50. During the current quarter , 
which ends in Dec. 3 1, 2015, our present rate is 100%. 

5.14 If applicable, share details on any program that requires specialized programmatic accreditation to obtain entry­
level employment or licensure by the state in which the campus is approved. (Include name of the program and 
name of the specialized agency.) 

The Nursing Program is the only program offered that requires a specialized programmatic accreditation. However. 
the CIE has given a deadline for all Nursing schools in Florida to obtain a programmatic accreditation by the end 
of 2018. Presently there is no need to for Nursing schools to be progran1matic accredited in order for students to 
obtain entry level employment or licensure by the state. 

5.14. l Explain the current status in hold ing such accreditation. 

Presently CENSA is working on obtaining ACICS accreditation. Once we obtain it we can apply for 
the programmatic accreditation. 

5.14.2 How have students been notified of this requirement and how it affects their employa bility following 
program completion? 

Students are notified during their orientation that they must take and pass the NCLEX examinat ion 
before they can apply for employment in the nursing field. 

5. 15 How are appropriate course sequencing and prerequisites detem1ined? 

Courses are set up in such way that the students first get tlleir basic knowledge and skills necessary to move on 
into more complex and higher level courses. 

5 .15 .1 How is the curriculum structured to ensure an increasing level of difficulty as the student progresses? 

Courses content gradually increases tile level of knowledge and skills from very basic to more complex 
in-depth critical thinking necessary for the student to be competent in the chosen subject area. 

5. 16 How is the need for curriculum changes determined? 

The need is determined by input from active students , graduates and employers in the industry. We gather this 
data via Graduate and Employer Satisfaction Surveys and the Student Faculty Evaluation Form. The 
faculty provides input to the Program Director when they consider that there is a need for curriculum 
changes. The program Director reviews tile request and discusses it with the Campus Director and the 
faculty for approval of the changes . Changes to the curriculum will be revievved against the standards of 
the regulating entities. 

5.16.1 How are faculty members involved in curriculum evaluatio n and revision? 

The faculty review and evaluate the curriculum and provide suggestions to the Program Director. 

5.16.2 How does the campus utilize follow-up studies of its graduates and employers to assist in curriculum 
evaluatio n and revision? 

The Placement Coordinator conducts a follow up contact after six months after they comp lete the 
initial Satisfaction Survey. After that, they are contacted once a year. The campus utilizes follow -up 
studies by analyzing the data and assessing the recommendations and needs provided by the graduates 
and emp loyers. 

5 .17 What curriculum changes have been made during tile last three years? 

As a result of new progran1s being approved we have added new curricula to our portofolio. These additions 
were : l11e Nursing Assistant Progran1, The Master in Internat ional Business Administration , and the 

750 First Street, NE, Suite 980 • Washington , DC 20002-4223 et - 202.336.6780 • f - 202.842.2593 e www.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



ACICS Application for Accreditation - Self-Study Narrative 
Page 29 of 51 

Revised: May] , 2013 

Hospitality and Tourism Management Program. We also removed the curriculum for the LPN Program 
as a result of lack of enro llment. 

5. 17. I What changes are contem plated for the next three years? 

According to the previousl y submitted plan, we will need to add new curricula in the areas that have 
been projected such as a Bachelors in Psychology and a Masters in Nursing. 

5. 18 How does the campus determine the appropriate allocatio n of contact time among lecture, laborato ry, and 
intem/ extemship activiti es? 

The campus determines the apropriate allocat ion of contact time among lecture, laboratory and 
interu/ex tems hip activities in accordance to the Florida Board of Nursing Requirements and other 
regulat ing ent ities. 

5.18. l How does the campus monitor the number of contact hours completed for each course? 

Attendance is take n and posted daily utilizing the S.T.A.R.S . Campus Management Program. 

5. 19 What are the procedures for developing the application of the U.S. Department of Education 's definition of a credit 
hour (as required in Section 2-2-503 of the Accreditation Criteria )? 

The procedure for deve loping the application of the U.S. Departmen t of Education's definition of a credit hour 
is as follows: We discuss and analyze the scope and level of course content and competency of the student and 
consider the need for labs, internships, extemships and homevvork. 

One semester credit hour is equal to: hours of lecture/15 + hours of lab/30 + hours of externship /45. 

5.19.l Where are the procedures published? 

The procedure is published on our catalog on page 12. 

5.20 How does the campus determine the app ropriate scheduling of classes in relat ionship to the needs of the 
students? 

We determine the appropriate scheduling of classes in relationship to the needs of the students by analyzing 
each individual student Cost Tuition Form which inclu des the student information , course cost, course 
sequence, and other information pertaining to the student's progress. The forms tells us where the student is in 
bis/her program and the ne>..i. course the student must complete. We also analyze the graduat ion dates and the 
courses needed for the student to complete his/her program on time. 

5 .21 If applicab le, describe the method used to evaluate and award academic credit to students who demonstrate 
subject competency based on academic , occupation al, or personal experiences . 

CENSA Internatio nal College allows students to earn credits (up to 12 credits comb ined with a College Level 
Examination Program, (CLEP) approved by the College Board) by challenging a part icular subject in ·which they feel 
competent enough to pass a challenge exam. The Challenge by Examination will consist of a competency exam of the 
particular subject area to be challenged . 

Procedure: 

To request taking a Challenge by Examinat ion and be able to waive a course in your undergraduate 
certificate/diploma or degree program at CENSA Internat ional College; the sstudent needs to: 

l . Confim1 that a Challenge by Examination exists for the course for which you are seeking credit. Contact the 
Academics Office at your home campus for clarification on courses that are allowed for Challenge by Examination 
credits. 

2. Pay the $100 fee, per exam, through the Financial Office. 
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3. Coordinate a date for your Challenge Exam. 

Please be aware of the following rules regarding Challenge Exams: 

1. Challenge by Examinations are graded as pass/fail regardless of the grade received on the exam. 

2. A passing score is considered 75% or higher. 

3. You may take the test only once for each course. If you fail the Challenge by Examination , you must register 
for the course at CENSA International College, and you may not transfer the course into the College to fulfill the 
requi rement. 

4. Challenge by Examinations are counted toward a student's total number of cred it that is transferred in. Please 
refer to tl1e maximum number of transfer credit allowed for your program to ensure you are eligible. 

5. Students may not take a Chal lenge by Exan1ination in their final tenn . 

INSTRUCTION AND FACULTY 

In responding to the questions below, please consult Section 3-2-200, 3-3-300, 3-4-300, 3-5-300, and 3-6-500 of the 
Accreditation Criteria. 

5.22 Describe how physical facilities, equipment, and resources are used to enhance classroom instruction. 

The school is located right of a main highway and is easily accessible through local streets by staff, students and 
faculty . The campus is located on a 35,000 square feet lot with a 10,500 feet building which houses the 
school.There are eight classrooms all equiped with a computer, a proj ector and blackboards to make the 
learning experience more produ ctive. There are enough chairs to seat the students and there is a desk for the 
instructor in each classroom. The library is located for easy access from students and faculty in the middle of 
the building, it is a comfortable space which hold the books, computers and audiovisual equipment for the use 
of the faculty and students. In addition it has instructional materials and supplies such as books, and a virtual 
libra1y. There is a main room in the Library which holds the books and materials and a second room which is 
the computer lab. A courtyard is in the middle of the building for the conven ience of staff, faculty and students 
where they can take breaks, or work on ilieir homework assignments. There is also a vending machine in the 
courtya rd as well. TI1ere is an auditorium that serves as a multi-purpose room and can accommodate up to 200 
people and can be used for conferences , seminars, and graduations. The Jabs are fully equiped to meet and 
comply wiili both the Commission fo r Independent Education and Florida Board of Nurs ing guidelines. 

The administrative offices are conveniently located at the front of the building for easier access ; each staff has 
his/her own office to warrant privacy when meeting with students. These offices are: Presid ent's Office with a 
Conference room, Bursar's Office, Admissions Office, Registrar's Office, Program Director's Office , Program 
Director's Assistant, a staff lounge/copy room, a records room which is under key at all times , a staff bathroom, 
and a reception area. 

5 .23 How are learning materia ls selected? Desc ribe how instructional procedures and mate1ials are evaluated to 
determine their effectiveness. 

The faculty makes recommendat ions oflea m ing materials to the Program Director, who in tum will bring it up 
to the Campus Director to verify academic value, effect iveness and feasibility of purchasing according to 
budgetary guidelines. 

5.24 Describe how the campus ensures that students have access to appropriat e learning materials (e.g., textbooks, 
laboratory equipment). 

According to our policy, the syllabi must be posted on the student's dashboard of our Campus Management 
System five days prior to ilie first day of class for our students . Every student has an ID, and password access to 
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their account in our network. They can purchase the books as soon as they receive the syllab i. Every student 
has access to the materials , books , audiovisual equipment, etc. , provided in our Library. In addition , all students 
have access to our virtual library which contains vario us databases with thousands of books, journals , 
references , etc. , for their use. When students are taking a class that requires labs, they have full access to the 
lab equipm ent under the supervision of the instmctor . 

5.25 Desc ribe how the campus ensures that it maintains appropriate licens es for computer software and how it 
ensures compliance with copyright la, .. ,s. 

We buy the original licenses from Microsoft for our Windows Programs and pay a monthl y fee to use the 
Adobe Software and Video Blog to use educational videos and images , and texboo ks online resources which are 
includ ed in the price of the texbooks. The IT Coordinator periodicall y checks computers to ensure that no 
unauthorized programs are install ed, and copyrights are posted in the Library and copy room. 

5.26 Who is responsible for faculty or ientation ? 

The Program Director and the JT Director are responsible for the faculty orientation. 

5.26.1 Desc ribe the orientation of the faculty to the campus. 

There is an orientation checklist outlining the orientation of facult y to the campus v.rith the following 
items: 

1. Program Objectives/ Philosoph y 

2. Names and contact information of lead faculty (ifteam teaching) 

3. Name and contact information for the Dean of Education 

4. Program policies and procedures 

5. Specific course-related policies and procedures 

6 . Program grading scale for grading care plans or other papers/materials required in the course 

7. Syllabus/Case/Calendar/Textbook/lnfom1ation provided 

8. Clinical dress code 

9. Overview of Clinical Evaluation Tools 

10. Informati on Provided Rega rding STARS Program and Learn ing Management Systems (Moodie) 

11. Nursing Faculty Communication Tools: 

• Goog le drive 

• Nursing Departme nt Dashboard 

12. Faculty Resources at CENSA 

• Staff Services 

• Copy Center 

• Library Resources/Library Orientatio n 

• Administrative Assistant Support 

• Discuss Faculty Development Resources , including In-service/Professional Development 

• Evolve/L WW /Davis/System update webinars 
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13. CENSA email accoun t 

14. Facu lty photo CD 

15. Tour of Campus 

• Library 

• Division Offices 

• Nurs ing Labs/S imulation Spaces 

• Human Resourc es 

16. Others 
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5 .27 How does the admini stration determ ine the qualifications of a fac ulty mem ber to teach a particular co urse? 

The admini stration detennin es the qualifications of the faculty to teach a part icular course by reviewing the 
transcripts. Accordin g CIE regulations, in order for the faculty to teach an associa te leve l course, the 
faculty must have a Bachelors degree , and a Masters Degree and at leas t 18 credit s in the field they wi ll 
teach for a Bachelors level course. Their experience is also co nsidered along with a class presenta tion 
they must condu ct prior to hiring befo re the hiring committee . 

5 .27.l Desc ribe qual ifications of non-deg reed teachers for the subjects they teach. 

NIA 

5.27.2 How are the qualifi catio ns documented? 

The qualifications must includ e the following documents : Tran scripts from an accredited univers ity, 
diploma/ certificate/lice nses from an accredite d institution , and CEU's according to their fie ld. The 
documents are placed in the faculty file. 

5.28 Describe the procedure for co llecting offic ial t ranscripts, for qualify ing cre dentials an d/or tho se listed in the 
catalog , for fac ulty members. 

The faculty must request an official Transcri pt to be sent to CENSA Inte rnat ional College. They must also 
br ing all the original docume nts required . 

5 .28 .1 If there are fac ulty members whose offic ial transc ripts are not on file, document what efforts are being 
made to obta in them. Please incl ude any un ique circumstances that may impact the ability to obtai n 
such transc ripts (such as polit ical instability, institution closing, etc.). 

We have a ll faculty offic ial transcripts on file. If there any are any unique circumstan ces (i.e. fore ign 
instrnctors), that may impact the ability to obta in their official transcripts, they are referred to an 
authorized enti ty that will evaluate, translate their documents to English and certify their credits. 

5.29 In what ways does the campu s evaluate instruction ? 

The Program Director conduct class observations and meets with the facu lty after the class observation . They 
discuss opportunities for improve ment and the Progra m Directo r m ight sugges t an actio n plan of 
workshops or trainin g to the fac ulty in th e weak areas . TI1e students also complete a Sudent Faculty 
Evaluation afte r every course in which they evaluate the faculty and the instruction rece ived . 

The fac ulty also must atte nd and parti cipate in scheduled Professio nal Development workshops an d trainings as 
well as webinars througho ut the yea r to ensure their instruction's quality . 

5. 29 .1 W hat systematic p rocesses are in place to enhance and promote teaching effec tiveness? 

The systematic process in place are the follovving : Onl y qualified faculty is interviewed and hired to 
tea.ch our students. The faculty must attend a fac ulty orientatio n prior to teaching their first course in 
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which they are informed of all the requirements, policies and procedures, professional development 
plan they must complete , etc . The cou rses are assigned according to their transcript information 
regarding the amount of credits, type of degrees they hold , and experience in the subject area they will 
teach. The Program Director along with the Campus Director or other assigned faculty conduct a 
Classroom Observation during the course to evaluate the teaching and learning process. The Program 
and Campus Director ,..,,ill meet with the faculty if there is a need or lack in their evaluation, it is 
addressed in the faculty Development Plan. Faculty Development Plan will be developed to assist the 
Faculty with their t eaching skills. The Plan ,;viii consist of recommended worksho ps and/or trainings 
to the faculty such as Leaming Styles, Facilitation Techniqu es, The Adult Learne r, etc., and it will be 
signed by both the faculty and the Program Director. Once they complete teaching a course , they are 
also evaluated by the students via a student Faculty Evaluation form. 

5 .30 What is the system in place to ensure that annual faculty development plans are on file for each member of the 
faculty and signed by the faculty member and his/her supervisor? 

Once an annual faculty evaluation is conducted, the Faculty Development Plan is created concurrently , which 
is discussed individually with the faculty, signed by both faculty and supervisor and placed in the 
faculty file. 

5.30. l How are the activities on the plan determined? How does the campus ensure that the plans are 
individualized for ea.ch faculty member? 

The activities on the plan are determi ned depending on each individual faculty member needs or lack of 
training which are identified during the class observations and the annual faculty evaluation . 

5.30.2 How is the plan implemented? 

The plan is discussed with the faculty and a time frame is establish ed to fulfi ll the goals of the plan . 

5.30.3 How often is the plan reviewed? 

The plan is reviewed every year during the annual evaluation . 

5.31 Describe how the campus ensures that all faculty complete development plans. 

The Program Director monitors that with each annual evaluation there is a Faculty Development Plan attached 
and ensures that they adhere to the time frame during supervision sessions. 

5. 31.1 How are the activities documented by the campus? 

Once a facu lty fulfills a schedu le responsibility according to the plan, they submit proof of it which is 
placed in their file. 

5 .32 Desc ribe the program of in-service train ing for the improvement of instruction and curriculum. 

We have created an annual Faculty Professional Development schedule for the faculty to participate in. 
Worksho ps , seminars and trainings will be included in the annual schedule and promoted among the 
faculty as part of their Professional Development. The faculty will meet on a quarterly basis to 
participate in these activiti es. 

5.32.1 List the schedule for the next 12 months. 

Multicultural Diversity in the Classroom: January 23,20 16 

Leaming Styles : January 23, 20 16 

Student Assessment:April 23, 2016 

Facilitation Techniques: April 23, 20 16 

The Adult Leamer: July 23, 2016 
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Classroom Management: July 23 , 20 16 

Distance Education Technology Update: October 22, 2016 

How to Formulat e NCLEX Type Exams: October 22, 20 16 

Facult y is also be encouraged to participate in vlebinars as well. 

5.33 Describe how the administration docum ents profess ional growth for full- and part-time faculty members. 

Attendance is taken at each works hop . The faculty will receive a certificate as verificat ion of their participation 
to the works hops . The original certificate is given to the faculty and a copy of the certificate is placed in the 
faculty file. In add ition, the works hop title , date , atten dance, and Jenght of workshop wi ll be recorded 
electronicall y and stored in our data system. Human Resources ens ures that faculty complies with profess ional 
requirements and training esta blished by their licensing bodies. 

5.34 Describe the frequency , cont ent, and docum entation of faculty meetings. 

The faculty meetings are held quarterly and on a as needed basis . Student Impro vement , Grades, TEAS , 
students success , curricula , syllabi , schedules , faculty availability , credentials , etc. Attendance is taken at all 
Faculty Meetings for docmnentation. 

5.35 Desc ribe the plans for ongoing improvement in curriculum and faculty. 

CIC plans to continue obtaining input from students, faculty , advisory board , emp loyers and current trends in 
the industry to make the necessary changes to the curriculum. Faculty will continue to receive up to date 
training to maintain competitive teaching skills. 

5.36 What are the nonnal teaching loads , number of field preparations, and number of subject preparations for full­
time and part-time instructo rs at the campus? 

At this time we do not have full time faculty. Part time faculty will not exceed more than 4 courses per 
semester. The number of field and subject preparations depends on th e number of credits in a specific 
area of teaching that the faculty has . Normall y we do not allow a faculty to teach more than two fields. 

5.37 What is the student-teacher ratio , for each program area , at the campus? 

The average student-teacher ratio is 15: l for all programs on-site and 20: 1 for all online programs. 

OCCUPATIONALASSOCIATE'S, ACADEMIC ASSOCIATE'~ AND BACHELOR'S DEGREE INSTITUTIONS 

5.38 Desc ribe how the general educatio n courses offered by the campus contribute to the development of the stude nt. 

The general education courses offered by the can1pus contribut e to the development of the student by providing 
the educational foundation for the students to become prepared with the basic knowledg e in their chosen areas 
of study. 

5.38.l Citeexamples: 

General Education courses prepare students with educat ional foundations in the areas of: Math , 
English ; Social Sciences , etc . i.e. In Math they acquire skills such as basic problem solving and in 
English they learn about presentation skills and comm unication. 

OCCUPATIONALASSOCIATE'S , ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MASTER'S DEGREE 
INSTITUTIONS 

5.39 Describe how part -time faculty are utilized by the campus. 

Based on the needs of the campus part time faculty are utilized when there is not enough course load to warrant 
hiring a fulltime faculty. 
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5.39. l What percentage of the faculty is part-time? 

Presently LOO% of the faculty is per diem. 

5 .39.2 Describe the procedures for evaluation and monitoring of part-tim e faculty . 

Class observations are conducted as a form of eval uating the faculty by the Campus and Program 
Directo rs. A meet ing will be set up with the faculty member if the evaluat ion results are defici ent. An 
Action Improvement Plan will be created for the Faculty reco mmending workshops, trainings and 
webinars to impro ve the quality of the teaching. 

ACADEMICASSOCIATE'S, BACHELOR'S, AND MASTER'S DEGREE INSTITUTIONS 

5.40 What percen t of those subjects which are part of academic associate 's , bachelor 's, and/or master's degree 
programs are taught by faculty members possessing advanced degrees as required in the Accreditation Criteria? 

100% 

5.40. l Desc ribe the efforts to recmit and retain qualifi ed faculty members. 

We advertise the teaching positions on our website. We have a pool of qualifi ed faculty whom we 
contact when the needs arise. The faculty receive a competitive salary depending on th eir 
qualifications , certifications and e"-pertise. 

5.41 What evide nce is available to indicate that the members of the faculty are teaching courses which are based on 
their major and minor academic preparation and related expe rience? 

Their transcripts from an accredited institution , certifications/credentials/licenses/ , and CEU's according to their 
field of study. 

5.41.1 If any faculty members teach a course outside of their academic major or minor, list their names and 
describe for each, how the administration detem1ined their qualifica tions to teach their assigned 
subject(s). How are the qual ifications documented? 

All of our faculty is qualified to teach in the areas inside their academic major or minor. 

5 .42 Desc ribe how the campus ensures that there is sufficient enrollment in the second year of a two-year program or 
upper division courses in baccalaureate degree progran1s. 

Faculty plays a major motivational role in encoura ging students to continue after their first year in order to 
pursue their dream to become professionals. Counseling is also available for those students that become 
unmotivated or are going through some sort of personal problem that may j eoperdize their stay in school. 

MASTER'S AND DOCTORAL DEGREE INSTITUTIONS 

5.43 Desc ribe the oversight committee who has the respo nsibility for developing , modifying , and maintaining each 
graduate program. 

The oversseeing committee is composed of the Board of Directors in conj unction with the Director of any 
specific program and they have the responsibility for overseeing the overall managem ent, developing and modifying the 
stmcture of the graduate programs. 

5.43.1 How often does the committee meet? 

They meet on an annual basis during the month of Janua ry. 

5.43 .2 What docum entation does the campus maintain to evidence the role of this committee in the 
development of the program(s)? 

Minutes of the meetings are kept and filed. Also attendance is taken and recorded. 
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5 .44 What evidence is available to demonstrate that the members of the faculty are experts in their field of study in 
which they are assigned to teach? 

NIA 
5.45 Describe how the campus encourages its faculty to engage in practical or scholarly research and to publish in 

professional journa ls. 

NIA 
5 .46 Explain how the core full- and part-time faculty is effective iu ensuring the sound direction and development of 

its doctoral degree program( s). 

NIA 
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Each institution must prov ide an environment that is conducive to good instruction and learning and that supports the 
educational programs offered by the institution . The adequacy of the environment is assessed against the demands made 
upon it by the curriculum , faculty , and students. In responding to the questions below, please cons ult Sections 3-1-600 
through 3-1-602 of the Accreditation Criteria. 

6.1 Describe how the buildings, classrooms , equipment, furniture , and surroundings meet the needs of the campus 
in size and scope. 

Our building is covenientl y located near a main highway and is also accesible by staff , students and faculty. 
There are eight classrooms all equiped with a computer , a projector and blackboard There are enough 
chairs to seat the students and there is a desk for the instructo r. The library is located for easy access 
from students and faculty in the middle of the building . It is a comfortable space which hold the books , 
materials , computers and audiovisual equipment. There is a main room in the Libraiy which holds the 
books and materia ls and a second room which is the computer lab. A courtyard is in the middle of the 
building for the convenience of staff , faculty and students where they can take breaks , or work on their 
homework assignments. there is also a vending machine in the courtyard as well. For the number of 
students that are presently enrolled , the infrastructure of the campus is more than enough . 

6.1.1 Describe how the facility in compliance with all applicable federal, state, and local codes for occupancy 
and safety? 

The building has met local, city and state codes for safe occupancy. Occupational license and 
inspections are kept in the President's Office. 

6.2 Does the campus utilize a campus addition or additional space? 

YesONorgj 

6.2.1 If yes, describe these locations . 

NIA 

6.3 Describe any plans to improve the physica l plant and equipment. 

The institution has recently purchased a building that is being renova ted to meet the needs of present and future 
programs offers. 
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It is important that an institution recogn ize the value of "truth in advertis ing" when promoting its operations. 
Publica t ions must be prepared and presen ted in a professional mann er to reflect favorably upon the inst itution. 
Informat ion publish ed must be accurate and fact ual and must reflect the current status of the institu tion. Only the 
Counc il can accept or rej ect an institu t ion's catalog , and a final decis ion will not be made based on a draft. In 
responding to the questions below, please cons ult Sections 3-1-700 throu gh 3-1-703 and Append ix C of the 
Accreditation Criteria. 

7.1 Describe how the catalog reflec ts the educational programs, operations , and services. 

The catalog reflects all the education al programs , operations and services provided. Everything is explain ed 
and easi ly accessible on our we bsite by staff , facult y and students . A hardcop y of the catalog is also 
ava ilable at the Admissions Office for students who request a copy of it . 

7 .1.1 How often is the catalog publis hed? 

The catalog is updated and publi shed in the institution's we bpage whenever a change or modifica t ion 
occurs. 

7 .2 How does the campus ens ure that all enroll ed students receive a copy of the campus catalog ? 

During orientation , students receive the infom1ation on how to access the campus catalog or they can request a 
hardcopy if they desire so. 

7.2.1 What other publications are provided to enroll ed students ? 

The students rece ive a copy of the portofolio services with leaflets desc ribing the program they are 
enrolled in . 

7.3 Describe the advertising and promotional literature. 

We have flyers, brochur es and post cards desc ribing a summa ry of the differe nt programs ava ilable. 

7 .4 Descri be any plans for changes in publicati ons. 

Our mark eting effort s right now are more geared toward s utilizing more effective ly the social media . 

7 .5 If applicabl e, describe how the courses are numbered and identified in the catalog to indicat e that advance work 
is offered and based upon the appropriate prerequ isites. 

Cour se codes for deg ree programs are composed of the initial letter of the Institution , the lette r (s) of the 
program the course belongs to, and the area the course belongs to, followed by a numerical 
rep resentat ive to designate the beginning course in a program and ascending numbers to determine 
higher-level courses . For non-degree programs, codes are compo sed of initial letter (s) of the institut ion 
the course belongs to , followed by the leve l in ascending order to determine higher level courses . 

Example : 

CNG l 00 = CENSA , Nursing , General Education 

CNP 11 l= CENSA , N ursing, Pre- Req uisite 

CNC 200= CENSA Nursing , Core 

CHLI= CENSA , Hospitality and Tou rism, Leve l I 

CMBAC 5612= CENSA , Master Internationa l Business , CORE 
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How does the catalog explain the course numbering system? 

The cata log explains each course number system at the beginning of each program. 

7 .6 If applicable, describe how and where the catalog identifies the general education courses required in a 
program. 

The cata log identifies each general education courses by placing them in the beginning of the programs 
schedule of courses. 

7.7 Desc ribe the published performance informat ion concerning student achievement. 

Student achievement is publish ed in our webpage and it is composed of student retention, placement and 
passing rate. 

7.7.l Where is the campus performance achievement information published? 

The campus performance achievement information is published in the CAR report maintai ned by the 
CIE and is also published in the insti tution 's webpage . 
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LIBRARY, INSTRUCTIONAL RESOURCES, AND MATERIALS 
The instructional resources, audiovisua l teaching equipment, and instructiona l materials shal l be adequate to serve the 
needs of the institution's educational progran1. The effectiveness of the library or learning resource center is of the 
utmost importance for institutions. Its collections shou ld be appro priate and adequate to support the educational 
programs. They should be used by both students and faculty. The library or learning resource center should be 
organized with the educationa l needs of the particular institut ion in mind . The acquisition of materials should reflect the 
chang ing and deve loping trends of the business and techn ical world. In responding to the questions below , please 
consult Sections 3-1-800 , 3-2-200, 3-3-400, 3-4-400, 3-5-400 , and 3-6-700 ofth e Accreditation Criteria. 

FOR ALL INSTITU110NS 

8. 1 Exp lain how the instructional resources serve the needs of the educational programs. 

By making ava ilable all of the Librar y resources to the students such as: Libra ry and Informati on Resources 
Netw ork, (URN) which contains the following databas es: Academic Onefile , PROQUEST , AEBSCO , 
PUBMED , GALE Virtual Reference Library , PROQUEST LION , and Educato r's Reference Complete , we 
ensure that students have the resources they need for the educational programs that we offer. 

8 .1.1 Describe any contracts or agreements with outside libraries or resource centers. 

CIC has a contract with (LIRN) which is renewable every year . 

8.2 Briefly describe the physica l and/or online holdings of the can1pus. (For online holdin gs, list the full-t ext 
databa ses in which the library maintains active subscriptions .) 

We use the Library and Information Resources Network , (LIRN) which contains the followin g databases: 
Academic Onefi le, PROQUEST , AEBSCO , PUBMED , GALE Virtual Reference Libra ry, PROQUEST LION, 
and Educator's Refe rence Complete. 

8. 3 Explain how the quantity and quali ty of instnictiona l reso urces are appropriate for the size and scope of the 
can1pus. 

The Library has in average about 330 books related to the programs offered and over 1,200 supplemental books . 
In addition to the electronic librari es which gives the stud ents access to unlimited number of books , joumals , 
and periodicals which more than exceed in quality and quanti ty the needs of the students in the campu s. 

8.4 Explain how reference materi als and periodical s are organized for easy usage and preserva tion. 

We have the texbook collect ion classified and catalogued. We are also ut ilizing the Library of Congress (LC) 
Classification System . We are are utilizing the Machine Readable Cataloguin g (MARC) Fo rmat under the 
Libra ry of Congress Regulations . The books are sequentially organized with their respec tive labels and bar 
codes. In addi tion, we are utilizing the KOHA system whic h is a softw are program ·which supports all the 
necessary proceses such as circu lation, adquisitions, book loans , and cataloguing. 

8.5 Who is responsib le for deve loping and maintaining an up-to-dat e inventory of instructional resources? 

The Head Librarian is respons ible for developing and maintain ing an up to date inventory of instructional 
resources with the assistance of the archiv ist who is the Library Assistant. 

8.6 What is the budget for instructional resources (excluding personne l allocations)? 

Approximately two percent (2%). 

8.6.1 How is the budget detem1ined? 

On a yearly basis, the Board of Directors during its annual meeting revises the budge t to detem1ine 
what areas require more or less invest ment acco rding to the expenditures of the previous yea r. The 
BOD has the final saying in budgetary allocat ions. 
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We at CENSA, have a contract with the Libra ry Informatio n Resources Network (LIRN) , which allows 
unlimited access to the student 76 databases wh ich is adequat e for the amount of students and the offerings that 
we have. We also ensure that thes e resources are available to all students and that they are continuosl y revised 
with new updates specifically when there are new editions and titles. We prov ide the training for students and 
staff as an integra l part of the learn ing process. Evey facult y and student have an user code to access the 
online services from anyw here at any time where there is internet availabl e . 

The Librar ian assistant is ava ilable on site at a ll time to provide training and assistance to faculty and students. The 
library hours are from Monda y through Frida y from 9:00 am to 5:30 pm and on Saturda y when there are 
campus activities. 

8.8 Describe the training for students and facult y to uti lize library reso urces as a part of the learning process . 

New students and faculty members are provided an orientation tra ining by the Libra ry Assistant on how to 
ut ilize the Library Resources, the tra ining includes , how to find the materials at the Library utilizing the KOHA 
System in the Onlin e Pub lic Access Catalog (OPAC) Module. 

8.9 Describe the facility where library and instructiona l resources are held . 

The library is located for easy access from students and faculty in the middle of the building. It is a comfortable 
space which hold the books, materials , comput ers and audiovisual equipment. There is a main room wh ich 
holds the boo ks and a secon d room which is the computer lab for a total of 800sq. ft. of library space. 

8.10 Describe any plans for impro ving instructional resourc es. 

We plan to app ly for membersh ips to other Library databases and orga nizations in order to provide addition al 
instruct ional resurces to faculty and students. 

FOR OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE 'S, BACHELOR 'S, MASTER 'S, AND 
DOCTORAL DEGREE INSTTTU1JONS 

8. 11 Who is responsib le for assisting students and faculty in the use of the libra ry during posted library hours? If the 
ind ividual is professionall y trained, descri be these qualifi cations . 

· s the Master Lib rarian and be is on-site for 4 hours on Fridays. - holds a 
Bachelors Degree in Hi story from City Universit y of New York and a Masters Degree in Libra ry 
Science from City University of New York as well. 

- the Assistant Librarian , holds a diploma in Technol ogical Documen tatio n and Archival 
~ tholic Universit y in Maniza les , Colombia. He is on-sit e during normal operat ion hours 

which are from 9:00 am to 5:30 pm Monda y through Fr iday. The l ibrary is open on Saturda ys when 
there are scheduled activities . The Library hours are posted on the catalog and by the library door. 

8.11.1 ff there are libra ry assis tant s describe how these individuals are trained to assist students and faculty. 

- is fully t rained to assist studen ts and faculty. He has partic ipated in the following 
trainings: 

Bas ic Library Management Training , Introd uction to dewey Classificatio n , Introduction to MARC 
Catalogi ng, Library and Informatio n Reso urces Netwok (LIRN) Training We binar by the Pro Quest 
Staff , Basic Refe rence Sources , and the LI.RN Training Webinar by the GALE CENGAGE Lea ming 
Staff. 

8. J 2 Explain how the instructional resources serve the needs of the educat ional progran1s . 
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The Library provides the materials and textbooks for both faculty and students. In addition , they are offered the 
LIRN virtua l as a research a lternative. There is a computer lab which is available for internet research 
to faculty and students during Library hours of operations. CIC offers instructional resources that 
comply with the educational programs expectat ions and needs. 

8.12.1 How does the campus detennine which reference works are acquired? 

The faculty detem1ines which reference works should be acquired according to the establish ed 
curricula. The Campus Directo r with his administrative team ensure that the reference work has 
academic value worth for the institution and the student. *** A purchased order request is 
submitted to the Campus Dir ector who will verify that it is within the projected budget. Once 
approved, the material will be purchased and available for students and faculty to use. 

8. 13 What percentage of total tuition reven ue is spent for library acquisitions? 

Approximately two percent (2%). 

8.14 During the past three years , have budget allocations for library acquisitions been increased , decreased , or 
maintained at previous leve ls? 

The budget allocations for library acquisitions has decrease d. 

8.14. l Explain. 

The decrease is a result of an initial major budgetary investmen t in the Nurs ing Program when it was 
first opened , which required the purchases of many textbooks and suplementary literature. 

8.15 Explain how reference materials and periodicals are organized for easy usage and preservation. 

We have the Library of Congress Classification System (LC), which we utilize to classify the bibliographical 
materials according to the subject areas which allows us to place in the shelves for easy access and use by 
faculty and students. For this purpose ,1ve also use the KOHA System for the catalog and classification process 
and thus elaborat e the labels of classification with the LC System. 

8.16 How does the campus provide physical and/or online resources necessary to make the educat ional program(s) 
effective? 

CIC has made important text books adquicisions related to the educat ional programs which satisfy the 
establishe d curricular needs in the different academic programs. In addition , CENSA has a virtual 
bibliographical online research platform (URN) which contains var ious electronic book databases that faculty 
and students can access at any time and from anywh ere. 

8.17 Describe the physical and online library resources , including infom1at ion about the 

8.17.l Total number of physical volumes 

We have 330 texbooks related to progran1 offerings and approximat ely 1,200 books as suplemental 
literature. 

8.17.2 Total number of online collections available 

7 6 databases 
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8.17.3 N umber of titles and/or online co llections related to each program offering 

Health and Medicine 20 collections (databases) 

Business 22 co llections (databases) 

Psycho logy 17 collections (databas es) 

8 .17 .4 Number of titles and/or onlin e co llections related to genera l education courses taught 

General & Interdisciplinary 14 collect ions (databases ) 

8.17.5 Number of program -related period icals to which the institutio n currently subscribes 

We currently do not have any direct contract with a specific pe riodical but program relate d periodicals 
are available through our electronic library syste m, (LIRN ). 

8.17.6 Number of other periodical s available 

LIRN not only has a great number of periodicals related to our prog rams, but also unl imited periodicals 
in othe r areas. 

8.18 Desc ribe the library's procedures regarding student borrow ing and return of materia ls. 

The KOHA Softwa re prog ran1 has a loan prog ran1 in which a code is assigned to the use r in order to be able to 
borrow mat erials from ilie Libra ry. The students can borrow up to iliree books at a time for a period of 14 days , 
faculty can borrow ilie books for up to 30 days and staff can borrow material s for up to 14 days as well. Each 
borrowed material must be registe red in the syste m with the user code ·when borrowed and reg ister in the 
system when the materials are returned also. 111e borrowe r can renew the loan by informing the Libraian or 
Library Ass istan t who will update the information in ilie system. If the user does not return the borrowed 
materia ls on time, his/her account will be blocked unti l the materials are returned. 

8. J 9 Describe how onlin e resources, if any , are made ava ilable to students . 

The on line resourc es are avai lable to students fro m any compute r from anywhe re at anytim e . The student can 
access with their CENSA Use r Accou nt and through the student dashb oard they can access the LIRN 
Network. 

8.20 Describe how ilie campus monitors student usage of the library and instructiona l resou rces? 

Every student signs in when the y come in and turned in their ID at ilie serv ice desk when they use the library 
services. They must register wiili their user code when borrmvi ng and returning instructional materials . 

8.2 1 What evidence shows tl1at the institution , in maintaining and impro ving the qualit y of its libra ry holdings , 
serious ly considers recommendations of: 

a. faculty 

The faculty mak es a writte n request to the Progran1 Director when they need intruct ional resources through a 
purchase order. 

b. appropriate national professiona l organizations and soc ieties, and 

We have not received any recommendations from any national profess ional organization or society , however 
we will welcome any futu re recommendations and will maximize our efforts to comp ly with it. 

c. a nationally recogn ized list (or lists) of online collect ions , books , and periodicals ? 

The Librarian has reported that he conti nuously receives recommendations from companies , but not wiili the 
idea of creating any library recommenda tions rathe r with commercia l purposes. 
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During the next BOD meeting, the library budget will be discussed for a possible increase. We will explore idea 
of developing free of charge library agreements , and other library access. 

FOR ACADEMIC ASSOCIATE'S, BACHELOR'S, MASTER'S, AND DOCTORAL DEGREE JNS11TUTIONS 

8.23 How does the professionally trained individual maintain his/her professional awareness? 

The Librarian maintains his professional awareness by participating in continued education courses required by 
his profession and updating himself with in house and outside training. 

8.24 How many hours a week does the professionally trained individual personally supervise the library? 

Four hours a week. 

8.25 Describe the information technology available in the Jibrary. List web-based research and infonnation literacy 
resources currently used by students and faculty. 

The Library has a computer lab with eight computers with internet access. A subscription with LIRN, v,1hich 
has 22 subject areas with 180 collections of all areas of knowledge . Some of the main databases for the 
programs offered by CIC are: PROQUEST , PROQUEST LION , Academic Onefile, GALE Virtual Reference 
Library, Info Trac Newstand, AEBSCO, Small Business Collection and PUBMED. 

8.26 What system is used to catalog library titles? 

CIC acquired the KOHA Software Program for the cataloguing procesess under the MARC Format, following 
the regulations of the Library of Congress of the United States. 

8.27 Describe how library resources are made available to students. (List the hours during which the library is open.) 

The Libray is open from Monday through Friday from 9:00 to 5:30 pm. The student and faculty can access the 
Library at those times for all their resources needed and in addition they have unlimited online access 
to 76 database. This access is available 24/7 from anywhere there is internet available . 

8.28 Describe the interlibrary loan or other outside resource agreements, if applicable. 

NIA 

8.29 What evidence indicates that the library collection (on-site and online) includes up-to-date holdings which are 
pertinent to the various subject fields and are responsive to the needs of individual courses? 

CIC maintains an actualization of the collections and the editions of the titles of the texbooks and materials. 
Every time there is a new edition, the Library obtains it to be up to date with the research advances and 
new discoveries mainly in the areas concerned with our offerings. 

FOR MASTER'S AND DOCTORAL DEGREE INSTITUTIONS 

8.30 Describe how the library holdings exceed the requirements of the average student in order to encourage the 
intellectual development of all students and to enrich the professional development of the faculty. 

NIA 
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Describe the library resources the campus provides to support a better understanding of scholarl y research a1 the 
graduat e level. 

NIA 

750 First Street, NE, Suite 980 • Washington , DC 20002-4223 et - 202.336.6780 • f- 202.842.2593 e www.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



SELF-STUDY QUESTIONS SUPPLEMENT 

ACICS Application for Accreditation - Self-Study Narrative 
Page 46 of 51 

Revised: M ay ] , 2013 

9. DISTANCE EDUCATION AND OTHER FORMS OF NONTRADITIONAL 
EDUCATION 

For institutions that offer distance education courses or programs or when alternative modes of educational 
delivery are used. 

In addition to the self-stud y questions on the previous pages, institution s that offer distance education and other fonns of 
nontraditional education must answer the questions below. In responding to the following quest ions, please consult 
Appendix H, Principl es and Guidelines for Nontraditional Education of the Accreditation Criteria . 

INSTITUTIONAL READINESS 

9.1 List the course(s)/progran1(s) approved by ACICS for delivery through distance education and/or self-paced . 

Currently none of the programs are approved by ACICS for distance education , howeve r the CIE has approved 
the BSN, RN to BSN, the Ho spitality and Tourism Manag ement and the Masters in International Busin ess 
Administration (MIBA), to be delivered also online. 

9.1.1 Indicat e the percentage that each program is available for distance education and/or self-paced 
instruction . 

RN to BSN : 100% on line 

BSN : 60% online 

MIBA: 100% online 

Hospitality and Tourism Management: 67% online 

9.2 Describe the method(s) used to deliver the distance education and/or self-paced course(s)/program(s) . 

The college uses the MOODLE Web-lea rning Managem ent System that enables educator s to manage course 
materials and to communicate with students. With MOODLE , students can take or submit surveys, quizzes, 
essays, and tests ; send and receive e-mail , with their instructor, post messages to threaded discussions, and chat 
rooms, can create groups and teams for project or comm ittee work, and upload assignments using on line 
dropboxes. The MOOD LE platfonn connects with the CENSA Internationa l College Campus Management 
System, Student Tracking and Records System (S.T.A .R.S.) to which students may also access to check their 
progress and grades at any time durin g the course. 

Prior to taking their first online course, students are required to watch the mandato ry New Student Orientation 
Videos detail ing onsite office hours , Support Staff information , Onl ine Library Resources Network (URN) 
access, S.T.A .R.S online virtual tour and MOODLE Platform introductor y virtual tour. Additional to these 
videos , students receive an Onlin e Student Manual sent to their institutional emai l which also discusses the 
particu lar effort and time required for online learning, effective strategies for success online, and describe the 
hardware and software students are required to have available at home to be able to participate in an online 
classroom. 

9.2.1 lndicat e any other institution or entities that are involved in the de livery of distance education for 
students at the campus. 

NIA 

9.2.2 [f distance education is provided under a consortium agreement, provide the nan1e of the Host 
institution and the relatio nship with this institution or ent ity. lnclude the percentage of the program 
offered by the Host institution or entit y. 
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9.3 Describe how the Campus Effectiveness Plan incorporates distance educat ion as a mode of delivery 

The goal of CENSA International College with distance education is to utilize the online tools and be part of the 
globalization of education. The world of education is changing and Distance Education is the tool we are 
offering the students in order for them to reach their educational goals through non-traditional methods. The 
ability for the student to choose the delivery of content provides alternatives for lifestyles convenience in 
completing their studies. Course objectives , content, and assessments are typically the same, regardless of the 
mode of delivery. 

9.3.1 What data is the campus collecting to assess student and faculty sat isfaction with distance education 
and/or self-paced instruction ? 

The student faculty evaluation is included at the end of each syllabi and is used as a tool to assess 
student's level of satisfaction with distance education. Faculty feedback is checked during supervision 
by the Program Directo r. 

9.4 Who oversees the distance education and/or self-paced course/program curriculum ? 

Each Program Director in conjunction with the IT Coordinator. 

9.4.1 What are this individual 's qualifica tions? 

~ is a Nursing Program Director who holds a Bachelors Degree in Nursing from 
~ onal University, a Ba __ ~ ,!2~,i~~_in Psychology and a Masters in Nursing 

Education from Walden University. --- has over 20 years of experience in the 
area of Nursing and Supervision. He worked as a Registered Nurse Field Supervisor for Satff 
Builders and Caring Associates , Inc., was a Registered Nurse Case Manager/Supervisor for 
Genesis Home Health and is currently a Floor Supervisor for North Shore Medical Center. 

is responsible for the Masters in Inte rnational Business Administration Program. 
He holds an Associate Degree from Broward College in Business Administration , An 
International Affairs Bachelors Degree from Florida State Univers ity and a Masters Degree 
from Nova Southeastern Univers ity. 

- held the position of Admissions Coordinator for A Tl College of Hialeah, conducted his 
internship at Broward Bank of Commerce where he worke on improving the bank's new client 
onboarding process and loan application process for unsecured small business loans. He also 
worked at Florida Spectrum Environmental Services where he managed the field technicians in 
the absece of the Director. - is currently the CENSA International College 
Registrar. 

is responsibl e for the Hospitality and Tourism Program. He holds a Bachelors 
Degree in Business Administration from Caracas University and a Masters Degree in 
Advert ising and Marketing from the University of Texas. 

- as worked as a Senior Columnist for the Latino International and La Prensa Newspapers , 
Marketing Manager for Tile International Warehouse, Director for Bon Jour Travel and Tours , 
and as a Produces and On Air Personality for the La Grande Radio Station. 

IT Coordinator is currently in the process of completing his Bachelors degree in 
Information Techno logy at Interamerican University of Puerto Rico. 

- has worked as consultant Integration Technician at System Yield Solutions since 2009. In 
addition, he has participated in trainings in Google Apps for Education and Better Placement in 
Social Media. - has extensive experience in windows servers, technical support , 
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network fundamentals and maintenance, e-commerce, blog creation and online marketing, 
hardware and software implementat ions . 

9.4.2 Who is responsible for course/program evaluation for nontraditional education mode of delivery? 

faculty in conjunction with the IT Coordinator for technical assistance. 

ADMISSIONS REQlJlREMENTS AND ENROLLMENT 

9.5 What are the admission requirements for students taking distanc e education coursework? (If there are any 
differences from the residential admissions policy, explain.) 

Admissions criteria for distance education is no different from criteria for education on site. 

9.6 How does the campus make it clear in writing at the time of enrollment : 

9.6. l How the student ' s identity will be verified throughout the course and program ? 

Students are assigned a unique ID or access code which is the fonn of identity verification \;\7hen they 
access the course and the program. 

9.6.2 How the student's privacy will be protected in the identity verification process? 

The unique identification access code protects the student from any violation of their privacy. 

9.8 Describe the orientation program for distance education and/or self-paced students. 

Prior to taking their first online course, students are required to watch the mandatory New Student Orientation 
Videos detailing onsite office hours, Support Staff information, Online Library Resources Network (URN) 
access, S.T.A.R.S online virtual tour and MOOD LE Platform introductory virtual tour. Additional to these 
videos, students receive an Online Student Manual sent to their institutional email which also discusses the 
particular effort and time required for onJine learning, effective strategies for success online , and describe the 
hardware and software students are required to have available at home to be able to participate in an online 
classroom . 

CURRICULUM CONTENT AND INSTRUCTION AND DELIVERY 

9.9 Describe how interaction between faculty and students takes place. 

The college uses the MOODLE Web-learning Management System that enables educators to manage course 
materials and to communicate with students. With MOODLE , students can take or submit surveys , quizzes , 
essays, and tests; send and receive e-mail, with their instructor, post messages to threaded discussions, and chat 
rooms, can create groups and teams for project or committee work , and u pload assignments using online 
dropboxes . Faculty can also use the software program "any Meeting" for live chats with the students . 

9. 10 Describe how interaction among students takes place. 

Students inter ract with each other via the MOODLE Web Management System as well. They have discussions 
and forums can post messages to each other , send and receive emails, etc. 

9. 11 What is the student-teacher ratio for distance education courses? 

20:1 

9 .11.1 Describe how this ratio is appropriate and provides sufficient interaction between the faculty and the 
students and among students. 
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By maintai ning th is ratio, students and faculty are able to interact more and the quality of time to 
provide feedback anong students and faculty is utilized more efficiently than it v,1ould be if it was a 
larger ratio. 

FACULTY AND INSTRUCTIONAL SUPPORT 

9. 12 Describe the faculty training program to prepare faculty to teach self-paced courses or in a distance education 
environment. 

The faculty is trained during orientation by the Library Assistant and also by the IT Coordinator on all the 
necessary skills to teach online courses. before they take on a class, they have to sho, ... , proficiency using the 
MOODLE Platform, the faculty dashboard from our Campus Management System, (S.T.A.R.S .) and ancilliary 
online reso urces. 

9.13 [dentify the educational resources and technology available to faculty on campus and on-line. 

Faculty has access to the following , but not limited to: Library and Cnforn1ation Resources Network, (URN) 
which contains the following databas es: Academic Onefi le, PROQUEST , AEBSCO , PUBMED , GALE Virtua l 
Refere nce Library , PROQUEST LION , and Educator's Reference Complete. Faculty members are provided a 
train ing by the Library Assistant on how to utilize the Library Resources , the training includes, how to find the 
materials at the Library utilizing the KOHA System in the Online Public Access Catalog (OPAC) Module. 

9.14 Identify the platform used to deliver instruction . 

The college uses the MOODLE Web-learning Management System that enab les educato rs to manag e course 
materials and to communicate with students. 

RESOURCES AND EQUIPMENT 

9. 15 What is the budget allocated to distance education delivery? 

Approximately 20%. 

9.16 Describe the instructional resources , equip ment, and library resources available to students on-line and 
residentially. 

Students on site and online have immediate access to the following resources , equipment and library serv ices: 
The electronic library , which gives the students access to unlimit ed number of books , journals , and periodicals . 
Library and Informatio n Resources Netwo rk, (LIRN) which contains the following databases: Academic 
Onefile, PROQUEST , AEBSCO , PUBMED , GALE Virtual Reference Library , PROQUEST LJON, and 
Educator's Reference Complete , we ensure that students have the resources they need for the educat ional 
programs that we offer. We at CENSA , have a contract with the Library Informat ion Resources Network 
(URN) , which allows unlimited access to the studen t to 76 databases. We provide the trainin g for students and 
staff as an integral part of the learning process. Evey faculty and student have an user code to access the 
online services from anywhere at any time whe re there is internet available. Students also have access to a 24/7 
techn ical support for any issues related to online classes , whic h is answered within 24 hours. 

Students on site, in add ition to the above , have access to the following resources: the Library whic h has in 
average about 330 books related to the programs offered and over 1,200 supplemental books. They also have 
access to a fully equipp ed computer lab and a Nursing laboratory for simulation hours. 

STUDENTS AND STUDENT SERVICES 

9.17 Describe the student services available to students taking coursework on-line. 

Online students receive 24/7 technical support for any issues realated to their online class ; during normal 
working hour s those issues are answered immediate ly. Durin g non-working hours they are answered within 24 
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hours. In addition they have the forums and discussion chats where they can communicate with the faculty and 
other students. They can also ema il key staff at the campus or communicate via telephone during normal 
working hours with any concerns they might have while taking the course. 

STUDENT EVALUATION AND PROGRAM ASSESSMENT 

9 .19 How are students taking self-paced and/or distance education courses eval uated? 

The course w·orkload is already upload ed into the online curricu lum whic h includes assigned readings, 
discussions, quizzes, exams, and guidelines for term papers. Once the requirements of the course are 
completed , they are automatically evaluated by the faculty who provides the feedback and the corresponding 
grade. 

9.20 How is retention monitored ? 

Students who show lack of part icipation in fornms , discussions , or submission of assignments , will be contacted 
by the faculty for counseling and to ensure that their issues are resolved in order to maintain them in class . 

9.21 Describe the placement services that are available. 

At present time we do not offer Placement Services for the onJine program , however we are exp loring the 
possibility of partnering with the Global Trade Chamber to provide this type of services to the students at a 
global level. 

9.22 Describe how student , faculty , and emp loyer satisfaction are identified. 

The student faculty evaluation is included at the end of each syllabi and is used as a tool to assess student's level 
of satisfaction with distanc e education . Faculty feedback is checked during supervision by the Program 
Director. Employer satisfaction will be meas ured via the Employer Satisfaction Survey. 

9 .23. How does the institution measure core competencies for programs and objectives for courses offered in a 
distance education envi ronment ? 

Core competencies are measured through their grades on their exams, quizzes , term papers , Capstone projects 
and GP A. We can also utilize job placement as an outcome measurement on how well our students have 
mastered their compet encies. 

9.24 How are equival ent out-of-class assignments , if applicable , incorporat ed in the syllabi and how are they 
evaluated? 

Some curric ula has incorporated out of class ass ignment for which the student has to write a report and 
are graded on ability to follow instructions , content as it relates to the topics of discussion , and presentation 
according to APA Guidelines , etc. 

PUBLICATIONS 

9.25 Do the statements in the catalog , Web site, and , v,1ben appropriate , in adve,tising and promotional materials 
meet requirem ents for institutions offering coursework through distance education? 

Yes 

9.26 Describe the informatio n given in the catalog regarding nontraditional education , if applicab le, including mode 
of delivery , admissions requirements , tests to determ ine access , resources offered to nontraditio nal educat ion 
students, and any special costs for the students associated with nontraditional education. 

The CENSA Catalog makes a reference to the Online Platform Manual which thorougl y describ es the 
information of the program includin g but not limited to: 

Welcoming and How to Get Started 
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Equipment Requirements for the Online Platform 

Tips For Online Courses 

CENSA Accounts 

Student Dashboard 

Accessing the Student Dashboard 

Accessing the Academic Portal 

Accessing Classroom and Joining a Class 

Tech Support 

Important Contacts at CENSA International College 

Information Technology End User Agreement 
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.,. Accreditin g Coun cil for Indepe ndent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06 .06.2014 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Active Worksheet" is selected/ click OK. See INSTRUCTIONS 
worksheet for deta iled instructions. 

Insti tut ion ID: 00248377 I Insti tution Name :I CENSA International College 
Program 

Name: Associate of Science in Nursing 
1erogram I 
I length (wks) 1041 Credent ial Level !Associate 

Course 

Numb er 

ICNG 100 

ICNG 101 

ICNG 102 

NG 103 

ICNG 110 

!CNP 111 

NP 112 

!CNP 113 

!CNP 114 

!CNP 115 

!CNP 116 

!CNP 117 

!CNP 118 

NC 200 

ICNC 201 

ICNC 202 

ICNC 203 

ICNC 204 

NC 205 

ICNC 206 

ICNC 207 

ICNC 208 

ICNC 209 

ICNC 210 

ICNC 211 

ICNC 212 

ICNC 213 

ICNC 214 

ICNC 215 

Clock 
Identify the institution's unit of 

credit [SELECT ONE] 1----1- Q_ u_a_rt_e_r ______ l _O_-t- Ie_c_tu_r_e_h_rs_t- __ 2_0 ___ l_ab_a_to_ ry~ h_rs ______ 3_0_-t- e_x_te_r_ns_h~ip_h_rs 

Course Titles 
English Composition 

College Algebra 

Effective Communication 

Psychology 

Human Growth and Developmen t 

HIV/A IDS Education 

Human Anatomy and Physio logy I 

Human Anatomy and Physiology Lab I 

Human Anatomy and Physiology II 

Human Anatomy and Physiology lab II 

Chemistry 

Chemistry lab 

Michrobiology and Infect ion Control 

Introd uction to Nursing 

Introduction to Nursing Lab and 

Clinival Skills 

Health Assessment 

Health Assessment Lab 

Nutri t ion 

Pharmacholoy Applied to Health 

Sciences 

Medical Surgical Nursing 

Medical Surgical Nursing Clinical 

Maternal Child Nursing 

Maternal Child Nursing Clinical 

Pedriatic Nursing 

Pedriatic Nursing Clini cal 

Community Nursing Clini cal 

Psychiatric Nursing 

Psychiatric Nursing Clin ical 

Professional Nursing and Leadership 

X Semester 15 lecture hrs 30 labatory hrs 45 externship hrs 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An institution can adjust hours required far a credit by 
adjusting the quarter or semester minimum standards above; however, the institution's policy for 

calculating a credit, published in their catalog, must support the adjustment. If on institution chooses to 

round-dawn further than AC/CS calculation per course, use the "optional" column. 

TOTALS 1,170.00 90.00 660. 00 1,920 .00 78.00 3.00 14.67 94.50 Opt ional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed ' DE Internship Clock /contact Intern Total Credits adjustmen t less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

y N 45.00 45 .00 3.00 - - 3.0 
y N 45.00 45.00 3.00 - - 3.0 

y N 45.00 45 .00 3.00 - 3.0 
y N 45.00 45.00 3.00 . 3.0 

y N 45.00 45.00 3.00 - - 3.0 

N N 15.00 15.00 1.00 1.0 

N N 45.00 4 5.00 3.00 . . 3.0 

N N 15.00 30.00 45.00 1.00 1.00 - 2.0 

N N 45.00 45.00 3.00 - - 3.0 

N N 15.00 30.00 45 .00 1.00 1.00 - 2.0 

N N 45.00 45.00 3.00 - 3.0 

N N 15.00 30.00 45.00 1.00 1.00 - 2.0 

N N 45.00 4 5.00 3.00 - - 3.0 

N N 45.00 45 .00 3.00 - 3.0 

N N 45.00 90.00 135.00 3.00 2.00 5.0 

N N 15.00 15.00 1.00 - 1.0 

N N 30.00 60.00 90.00 2.00 1.33 3.0 

N N 30.00 30.00 2.00 . 2.0 

N N 45.00 4 5.00 3.00 - 3.0 

N N 75 .00 7S.00 5.00 5.0 

N N 75.00 150.00 225.00 5.00 3.33 8.0 

N N 75.00 75.00 5.00 - - 5.0 

N N 45.00 90.00 135.00 3.00 . 2.00 5.0 

N N 45.00 45 .00 3.00 - 3.0 

N N 45.00 90.00 135.00 3.00 . 2.00 5.0 

N N 45.00 90.00 135.00 3.00 2.00 5.0 

N N 30.00 30.00 2.00 - 2.0 

N N 30.00 60.00 90.00 2.00 1.33 3.0 

N N 30.00 30.00 60.00 2.00 0.67 2.5 
. - - -
. - -
- - -
- -
- - - -
- - - -
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.,. Accreditin g Council for Independ ent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Active Worksheet" is selected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Institution ID: 00248377 

Program 

Name: Nurs ing 

I Institution Name :I CENSA International College 

1erogram I 
I length (wks) 2osl Credential Level I BS 

Clock 
Identify the institution's unit of 

credit [SELECT ONE] 1----1-Q_ u_a_rt_e_r ______ l _O_-t- Ie_c_tu_r_e_h_rs_t- __ 2_O ___ l_ab_a_to_ ry~ h_rs ______ 3_O_-t- e_x_te_r_ns_h~ip_h_rs 

X Seme ster 15 lecture hrs 30 labatory hrs 45 externship hrs 

V.06.06.2014 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An institution can adjust hours required far a credit by 
adjusting the quarter or semester minimum standards above; however, the institution's policy for 

calculating a credit, published in their catalog, must support the adjustment. If on institution chooses to 

round-dawn further than AC/CS calculation per course, use the "optional" column. 

TOTALS 1,890.00 150.00 570.00 2,610 .00 126. 00 5.00 12.67 143.00 Option al 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Course Gen Ed ' DE Internship Clock /contact Intern Total Credits adjustmen t less 

Numb er Course Title s (Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

ICNG 100 English Composition y y 45.00 45.00 3.00 - - 3.0 

ICNG 101 College Algebra y y 45.00 45.00 3.00 - - 3.0 

ICNG 102 Effective Communication y y 45.00 45.00 3.00 - 3.0 

NG 103 Psychology y y 45.00 45.00 3.00 . 3.0 

ICNG 400 Introduction to Computer Science y y 45.00 45.00 3.00 - - 3.0 

ICNG 401 Philosophy y y 45.00 45.00 3.00 3.0 

ICNG 402 Sociology y y 45.00 45.00 3.00 - 3.0 

NG403 Advanced English Composition y y 45.00 45.00 3.00 - - 3.0 

CNG 404 Cultural Diversity y y 45.00 45.00 3.00 - 3.0 

Gender and Sexuality in the 21st 

ICNG 405 Century y y 45.00 45.00 3.00 - - 3.0 

ICNG 407 Cultural Adapt ation y y 45.00 45.00 3.00 - - 3.0 

Introduction to Academic and 

ICNG 408 Personal Effectiveness y y 45.00 45.00 3.00 - 3.0 

!CNP 110 Human Growth and Development N y 45.00 45.00 3.00 3.0 

!CNP 112 Human Anatomy and Physiology I N y 45.00 45.00 3.00 - - 3.0 

NP 113 Human Anatomy and Physiology Lab I N y 15.00 30.00 45.00 1.00 1.00 2.0 

!CNP 114 Human Anatomy and Physiology II N y 45.00 45.00 3.00 - 3.0 

!CNP 115 Human Ana tomy and Physiology l ab II N y 15.00 30.00 45.00 1.00 1.00 - 2.0 

NP 116 Chemistry N y 45.00 45.00 3.00 - 3.0 

NP 117 Chemistry lab N y 15.00 30.00 45.00 1.00 1.00 - 2.0 

!CNP 118 Microbiology and Infection Control N y 45.00 45.00 3.00 - - 3.0 

!CNP 119 Alternative Medicine N y 30.00 30.00 2.00 . 2.0 

ICNC 200 Introduction to Nursing N y 45.00 45.00 3.00 - - 3.0 

Introduction to Nursing Lab and 

ICNC 201 Crit ical Skill s N y 45.00 90.00 135.00 3.00 . 2.00 5.0 

ICNC 201 Health Assessment N y 15.00 15.00 1.00 - 1.0 

ICNC 203 Health Assessment l ab N y 30.00 60.00 90.00 2.00 2.00 . 4.0 

ICNC 204 Nutrition N y 30.00 30.00 2.00 - - 2.0 

Pharmacology Applied to Health 

ICNC 205 Sciences N y 45.00 45.00 3.00 - 3.0 

NC 206 Medical Surgical Nursing N y 75.00 75.00 5.00 - 5.0 

ICNC 207 Medical Surgical Nursing Clinical N y 75.00 150.00 225.00 5.00 - 3.33 8.0 

ICNC 208 Maternal Child Nursing N y 45.00 45.00 3.00 . 3.0 

ICNC 209 Maternal Child Nursing Clinical N y 45.00 90.00 135.00 3.00 - 2.00 5.0 

ICNC 210 Pedriatic Nursing N y 45.00 45.00 3.00 - - 3.0 

ICNC 211 Pedriatic Nursing Clinical N y 45.00 90.00 135.00 3.00 2.00 5.0 

Page 6 of 63 



Institution ID: 00248377 

Program 

Name: Nursing 

Accreditin g Council for Independ ent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

I Institut ion Name:I CENSA International College 

1~rogram I 
I length (wks) 2osl Credential le vel I BS 

Clock 
Identify the institution's uni t of 

credit [SELECT ONE] t---+Q ____ u_a_rt_e_r ___ -+ __ l _O_-+- le_c_tu_r_e_h_rs_t- __ 2_O __ -+ l_ab_a_t_ory~ h_rs ___ ---. _ _ 3_O_-+ e_x_te_r_ns_h~ip_ h_rs 

X Semester 15 lecture hrs 30 labatory hrs 45 externship hrs 

V.O6 .O6.2O14 

*DE= Distance 
Education 

Credits are rounded dawn ta the nearest half. An institution can adjust hours required far a credit by 
adjusting the quarter or semester minimum standards above; however, the institution 's policy far 

calculating a credit, published in their catalog, must support the adjustment . If an institution chaoses ta 
round-dawn further than AOCS calculation per course, use the "optional" column . 

TOTALS 1,890.00 150.00 570.00 2,610.00 126.00 5.00 12.67 143.00 Opti onal 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Course Gen Ed 'DE Internship Clock /contact Intern Total Credits adjustmen t less 

Numb er Course Titles (Y/N) (YIN) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

iCNC 212 Community Nursing Clinical N y 45.00 90.00 135.00 3.00 2.00 5.0 

ICNC 213 Psychiatric Nursing N y 30.00 30.00 2.00 - - 2.0 

NC 214 Psychiatr ic Nursing Clinical N y 30.00 60.00 90.00 2.00 1.33 3.0 

ICNC 401 Advanced Pathophysiology for Nursing N y 60.00 60.00 4.00 - - 4.0 

iCNC 403 Epidemiology: Public Health N y 45.00 45.00 3.00 - 3.0 

k:NC 404 Statis tica l Applica tio ns N y 45.00 45.00 3.00 - 3.0 

Healthcare Information and 

iCNC 406 Technology N y 45.00 45.00 3.00 - 3.0 

ICNC 407 Evidence-Based Research and Practice N y 60.00 60.00 4.00 - 4.0 

ICNC 409 Healthcare Policy and Political Process N y 60.00 60.00 4.00 - 4.0 

Theory Capstone: leadership and 

NC410 Management N y 90.00 90.00 6.00 - - 6.0 

- - - -
- - -

- -
-

- - - -
-
-

- - - -
- - -

- - - -
- - - -
- - - -
- - - -
- - -
- -
- - - -
- - -

- - -
- -
- -

- - -
-
- -

- - - -
- - -

- - - -
FINAL ROW• If program requires more t han 25 hnes for course mformation, please use Program with >25 cou rses template. 
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.,. Accreditin g Council for Independ ent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Active Worksheet" is selected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00248377 
Program 

Name: Nursing Assistant 

I 

X 

Insti tution Name:I CENSA International College 

1erogram I 
I length (wks) 31 Credential Level loiploma 

Clock 
Identify the institution's unit of 

credit [SELECT ONE] t---1-Q_ u_a_rt_e_r ______ 10 __ I_e_ct_u_re_h_rs ____ 2_0 ___ la_b_at_o-ry_h_rs ______ 30 __ e_x_te_r_ns_h-ip_h_rs 

Seme ster 15 lecture hrs 30 labatory hrs 45 externship hrs 

V.06 .06.2014 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An institution can adjust hours required far a credit by 
adjusting the quarter or semester minimum standards above; however, the institution's policy for 

calculating a credit, published in their catalog, must support the adjustment. If on institution chooses to 

round-dawn further than AC/CS calculation per course, use the "optional" column. 

TOTALS 72 .00 16.00 40.0 0 128.00 - - - Option al 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Course Gen Ed ' DE Internship Clock /contact Intern Total Credits adjustment less 

Numb er Course Titles (Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

ICNA 101 Introducti on to Healthcare N N 8.00 8.00 -
The Human Body, Structure and 

ICNA 102 Function N N 8.00 8 .00 -
!CAN 103 Safety N N 8.00 8.00 -

Basic Patient and Resident Care (32 

!CAN 104 classroom hour s, 16 laboratory hours) N N 32.00 16.00 48.00 -
!CAN 105 Special Care Concerns N N 8.00 8 .00 -
!CAN 106 Externship N N 8.00 40.00 48.00 -

- -
- -

- -
- -
-
- -

-
-

- -

- -
- -
- -
- -

-
- -
- -

- -
- -
-
- -

-
-
-
-

-
- -
- -
- -

-
- -
- -
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.,. Accreditin g Council for Independ ent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Active Worksheet" is selected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Institu t ion ID: 00248377 

Program 

Name: RN to BSN 

I Insti tution Name :I CENSA International College 

1erogram I 
I length (wks) 641 Credent ial Level I BS 

Clock 
Identify the institution's unit of 

credit [SELECT ONE] 1----1-Q_ u_a_rt_e_r ______ l _O_-t- Ie_c_tu_r_e_h_rs_t- __ 2_O ___ l_ab_a_to_ ry~ h_rs ______ 3_O_-t- e_x_te_r_ns_h~ip_h_rs 

X Seme ster 15 lecture hrs 30 labatory hrs 45 externship hrs 

V.06 .06.2014 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An institution can adjust hours required far a credit by 
adjusting the quarter or semester minimum standards above; however, the institution's policy for 

calculating a credit, published in their catalog, must support the adjustment. If on institution chooses to 

round-dawn further than AC/CS calculation per course, use the "optional" column. 

TOTALS 990 .00 - 990.00 66.00 - - 66.00 Option al 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Course Gen Ed ' DE Internship Clock /contact Intern Total Credits adjustmen t less 

Numb er Course Title s (Y/N) (Y/N) Lecture Lab Extemship hours Lecture Lab Extern Awarded than calculated 

iCNG 400 Introduction to Computer Science y y 45.00 45.00 3.00 - - 3.0 

ICNG 401 Philosophy y y 45.00 45.00 3.00 - - 3.0 

iCNG 402 Sociology y y 45.00 45.00 3.00 - 3.0 

ICNG 403 Advanced english Composition y y 45.00 45.00 3.00 - 3.0 

iCNG 404 Cultural Diversity y y 45.00 45.00 3.00 - - 3.0 

Gender and Sexuality in the 21st 

ICNG 405 Century y y 45.00 45.00 3.00 - - 3.0 

NG406 Cultural Adaptation y y 45.00 45.00 3.00 - - 3.0 

Introduction to Academic and 

ICNG 407 Personal Effectiveness y y 45.00 45.00 3.00 - 3.0 

NC 408 Holistic Nursing N y 60.00 60.00 4.00 - - 4.0 

ICNC 409 advanced Pathophysiology for Nursing N y 60.00 60.00 4.00 - 4.0 

iCNC 410 Group Dynamics N y 60.00 60.00 4.00 - 4.0 

ICNC 411 Epidemiology: Public Health N y 45.00 45.00 3.00 - - 3.0 

i(:NC 412 Statis t ical Application N y 45.00 45.00 3.00 3.0 

iCNC 413 Nursing Theory N y 60.00 60.00 4.00 - 4.0 

Healthcare Information and 

ICNC 414 Technology N y 45.00 45.00 3.00 - - 3.0 

Evidenced-Based Research and 

ICNC 415 Practice N y 60.00 60.00 4 .00 - - 4.0 

ICNC 416 Economic Concept of Nursing N y 45.00 45.00 3.00 - - 3.0 

ICNC 417 Healthcare Policy and Political Process N y 60.00 60.00 4 .00 - 4.0 

Theory Capstone: Leadership and 

NC 418 Management N y 90.00 90.00 6.00 - 6.0 

-
- - -
- - -
- - -

- -
- - - -
- - - -
- - - -

- - -
- - -
- - -

-
- - -
- - - -
- -
- - -

-
- - -
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.,. Accred itin g Coun cil for Indepe ndent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06 .06.2014 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Active Worksheet" is selected/ click OK. See INSTRUCTIONS 
worksheet for deta iled instructions. 

Institu t ion ID: 00248377 I Institution Name :I CENSA International College 
Program 

Name: Hospitality and Tourism Man agement 
1erogram I 
I length (wks) 401 Credent ial Level lo iploma 

Course 

Numb er 

iCHU 200 

iCHU 201 

iCHU 202 

iCHU 203 

ICHU 204 

ICHU 205 

ICHLI 206 

iCHU 207 

ICHLI 208 

iCHU 209 

ICHU 210 

!CHUI 211 

HUI 212 

HUI 213 

!CHUI 214 

ICHLII 215 

!CHUI 216 

iCHLll 217 

!CHUI 218 

iCHUll 219 

ICHUII 220 

ICHLIII 221 

ICHUll 222 

iCHUll 223 

ICHLlll 224 

ICHLlll 225 

iCHLIII 226 

ICHUll 227 

iCHLlll 228 

X Clock 
Identify the institution's unit of 

credit [SELECT ONE] 1----1- Q_ u_a_rt_e_r ______ l _O_-t- Ie_c_tu_r_e_h_rs_t- __ 2_0 ___ I_ab_a_to_ rv~ h_rs ______ 3_0_-t- e_x_te_r_ns_h~ip_h_rs 

Course Titles 
Int roduction to Hospitality and 

Touri sm Management 

Introduction to Food and Beverage 

Management 

Intern at ional Travel and Culture 

Coffee, Tea and International Culture 

Wine and Culture 

Interna t ional Wine and Culture 

Distille d Spirits and International 

Culture 

Interna t ional Protocol on Western 

Behavior and science Standards 

International Food and Culture 

Touri sm Management and the 

environment 

Hospi talit y Leade rship and Ethics 

Human resource Management in 

Hospit ality Operations 

Managing Service Organizat ions 

Restaurant Operations 

Resort Operation s 

Senior Services Man agement 

Club Management 

resort Marke t ing and Social Media 

Convention se rvices and event 
Management 

Ethics and Services Leadership 

Law for Hospitality Operations 

Lodging and Luxury Hotel 

Management 

Luxury Hotel and Resorts 

Advanced Club Management 

Integra ted Mar keting for Hospit ality 

special Topics in Hospitalit y 

Adminis tration 

Conversational Spanish for Hospitality 

Manager s 

Management Intern ship 

Field Study in Hospi tali ty 

administration 

Semester 15 lecture hrs 30 labatory hrs 45 externship hrs 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An institution can adjust hours required far a credit by 
adjusting the quarter or semester minimum standards above; however, the institution's policy for 

calculating a credit, published in their catalog, must support the adjustment. If on institution chooses to 

round-dawn further than AC/CS calculation per course, use the "optional" column. 

TOTALS 400.00 200.00 600.00 - - - Opt ional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed 'DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N y 15.00 15.00 -

N y 15.00 15.00 -
N y 15.00 15.00 

N y 15.00 15.00 -
N y 15.00 15.00 -
N y 15.00 15.00 -

N y 15.00 15.00 -

N y 15.00 15.00 -
N y 15.00 15.00 -

N y 10.00 10.00 -

N y 15.00 15.00 -

N y 15.00 15.00 -
N y 15.00 15.00 

N y 15.00 15.00 -
N y 15.00 lS .00 -
N y 15.00 15.00 -
N y 15.00 15.00 -

N y 15.00 15.00 -

N y 15.00 15.00 -
N y 5.00 5.00 -
N y 15.00 15.00 

N y 15.00 15.00 -
N y 15.00 15.00 -
N y 15.00 15.00 

N y 15.00 15.00 -

N y 10.00 10.00 

N y 15.00 15.00 -
N y 15.00 15.00 -

N y 200.00 200.00 -
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.,. Accreditin g Coun cil for Indepe ndent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06.2014 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure "Active Worksheet" is selected/ click OK. See INSTRUCTIONS 
worksheet for deta iled instructions. 

Institution ID: 00248377 I Institution Name:I CENSA International College 
Program 

Name: Int ernational Business Administration 
1erogram I 
I length (wks) 1041 Credential Level I Ma ster 

Course 

Numb er 
ICMBAP400 

ICMBAP401 

ICMBAP402 

MBAP403 

ICMBAP404 

ICMBAC 500 

iCMBACS0l 

ICMBAC 502 

ICMBAC503 

ICMBAC 504 

ICMBAC sos 
ICMBAC506 

ICMBAC507 

ICMBAC508 

ICMBAC509 

MBAC510 

MBAC511 

MBAC 512 

ICMBAC 513 

ICMBAC 514 

Clock 
Identify the institution's unit of 

credit [SELECT ONE] 1----1- Q_ u_a_rt_e_r ______ l _O_-t- Ie_c_tu_r_e_h_rs_t- __ 2_O ___ I_ab_a_to_rv~ h_rs ______ 3_O_-t- e_x_te_r_ns_h~ip_h_rs 

Course Titles 
Introduction to Accounting 

Introduction to Statistics 

Introduction to Economics 

Introduction to Marketing 

Business Finance 

International Business 

Operations Management 

Inte rnat ional Marketing 

Business Modeling 

Financial strategy 

Accounting for Multinational 

Companies 

International Finance 

Organizational Behavior 

International Business and Law 

Transactions 

Globalization and Emerging Markets 

Import export Businesses and Practice 

Global Competitive Strategy 

Global Information and Supply Chain 

Management 

Taxation 

International Business Capstone 

X Semester 15 lecture hrs 30 labatory hrs 45 externship hrs 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An institution can adjust hours required far a credit by 
adjusting the quarter or semester minimum standards above; however, the institution's policy for 

calculating a credit, published in their catalog, must support the adjustment. If on institution chooses to 

round-dawn further than AC/CS calculation per course, use the "optional" column. 

TOTALS 900.00 - 900.00 60.00 - - 60.00 Opt ional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed ' DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N y 45.00 45.00 3.00 - - 3.0 

N y 45.00 45.00 3.00 - - 3.0 

N y 45.00 45.00 3.00 - 3.0 

N y 45.00 45.00 3.00 - 3.0 

N y 45.00 45.00 3.00 - - 3.0 

N y 45.00 45.00 3.00 - 3.0 

N y 45.00 45.00 3.00 - - 3.0 

N y 45.00 45.00 3.00 - 3.0 

N y 45.00 45.00 3.00 - 3.0 

N y 45.00 45.00 3.00 - - 3.0 

N y 45.00 45.00 3.00 3.0 

N y 45.00 45.00 3.00 - - 3.0 

N y 45.00 45.00 3.00 - - 3.0 

N y 45.00 45.00 3.00 - - 3.0 

N y 45.00 45.00 3.00 - 3.0 

N y 45.00 45.00 3.00 - - 3.0 

N y 45.00 45.00 3.00 - 3.0 

N y 45.00 45.00 3.00 - - 3.0 

N y 45.00 45.00 3.00 - 3.0 

N y 45.00 45.00 3.00 - 3.0 

- - - -

-
- - - -
- - - -
- - - -
- - -
- - - -
- - - -
- - -
- -
- - - -
- - - -

- - -
- - -
- - -
- -

-
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,,. FACULTY and ADMINISTRATIVE STAFF SUMMARY FORM 
Submit this form with the Update Report (revised prior to the visit) and teaching schedules in effect at the time of the visit. List all persons (teaching faculty and 
administrative staff). Refer to the legends for identifying other duties assigned faculty and administrative staff duties and "Credentia l Level". The first line is provided 
as a SAMPLE. 

Institution Name CENSA Interna tional College 
City, State Miami Gardens, FL 

ID -----

Select One Select One 

(F) Faculty or 
(AD) Admin FT or 

Name Last First Middle Staff Date of Hire PT 

SAMPLE, Sally Mae F 02-01-1998 PT 

AD/F 12-12-2009 FT 

AD 12-12-2009 PT 

AD 12-01-2015 PT 

AD 12-02-2013 FT 

AD FT 

F 04-21-2015 PT 

AD 07-0 1-2015 FT 

AD 01-05-2015 FT 

Rev.August , 2009 

De ree - Institution - Ma·or/Minor 
MBA - Wastimgton 
University, MO - Business 

Ph. D. - University of Miam i, 
FL. Psychology 

Ph. D. - University of Miami, 
FL. Psychology 

FL Psychology/ Marr iage and 
Family Therapy 

University , FL Patient Care 
Tech nician 

Advertising and Marketing 

MA - University of Texas , Tx , 
Advertising and Marketing 

Univers ity, FL Psychology 
University, FL Business 
Ad ministration 

Page 1 of 5 

Dutie s 

AD = Administrative 

RA = Recruitment / Admissions 

FA = Financial Aid 

SS = Student Services 

OT= Other 

Faculty - Course(s) Teaching 
Admin Staff - Position Held 

Campus Director Assistant 

Bursar 

Program Director 

Tour ism Management , 
lnternayional Travel and Culture, 

Admissions Representative 

Registrar 

Cred. 
Level 

B 

M 

M 

Credential Level 

C = Certificate 

D = Diploma 

OA = Occupational Associate 

AA = Academic Associate 

B = Bachelor 

M = Master 

Faculty - Non-faculty 
Teaching Load Duties or 

A M E Admin Duties 

4 0 2 AD 

AD 

1 

AD 

AD 

0 

RA 

0 

ACICS Faculty and Admin istrative Summary Form 



,,. FACULTY and ADMINISTRATIVE STAFF SUMMARY FORM 
Submit this form with the Update Report (revised prior to the visit) and teaching schedules in effect at the time of the visit. List all persons (teaching faculty and 
administrative staff). Refer to the legends for identifying other duties assigned faculty and administrative staff duties and "Credential Level" . The first line is provided 
as a SAMPLE. 

Institution Name CENSA Internationa l College 
City, State Miami Gardens, FL 

ID -----

Select One Select One 

(F) Faculty or 
(AD) Admin FT or 

Name Last First Middle Staff Date of Hire PT 

01-05-2015 PT 

05-21-2014 PT 

12-12-2014 FT 

PT 

PT 

PT 

04-12-2014 FT 

09-22-2015 PT 

07-07-2014 PT 

04-22-2014 PT 

08-25-2015 PT 

Rev.August , 2009 

University , FL Business 
Administration 

MS - City University of New 
York, New York 

of Manizales, Colombia , 
MSN-Ed. Walden University, 
MN, Nursing 
MSN-Ed. Walden University, 
MN, Nursing 

MSN-Ed . Walden University, 
MN, Nursing 

BS - lnteramer ican University 
PR, Information Technology 

Divinity School, FL Bible 
theology/Ph. D. Nova 

Univers ity, FL, ARNP 

Univers ity, FL Nursing 

FL , MHA 

Page 2 of 5 

Duties 

AD = Administrative 

RA = Recruitment / Admissions 

FA = Financial Aid 

SS = Student Services 

OT= Other 

Introduction to Statistics, 
Introduction to Economics, 

Librarian 

Assistant Librar ian 

Dean of Education 

Program Director 

Development , HIV/AIDS 
Education, Human Anatomy and 

IT Manager 

Development, HIV/AIDS 
Education, Human Anatomy and 

Development , HIV/AIDS 

Development , HIV/AIDS 

Development , HIV/AIDS 

Cred. 
Level 

M 

M 

M 

M 

B 

M 

Credential Level 

C = Certificate 

D = Diploma 

OA = Occupational Associate 

AA = Academic Associate 

B = Bachelor 

M = Master 

Faculty - Non-faculty 
Teaching Load Duties or 

A M E Admin Duties 

1 

0 

0 

AD 

AD 

1 

0 

1 

ACICS Faculty and Administrative Summary Form 



,,. FACULTY and ADMINISTRATIVE STAFF SUMMARY FORM 
Submit this form with the Update Report (revised prior to the visit) and teaching schedules in effect at the time of the visit. List all persons (teaching faculty and 
administrative staff). Refer to the legends for identifying other duties assigned faculty and administrative staff duties and "Credentia l Level". The first line is provided 
as a SAMPLE. 

Institution Name CENSA International College 
City, State Miami Gardens, FL 

ID 

Rev.August, 2009 

------

Select One 

(F) Faculty or 
(AD) Admin 
Staff 

F 

Select One 

FT or 
Date of Hire PT 

09-24-2014 PT 

Duties 

AD = Administrative 

RA = Recruitment / Admissions 

FA = Financial Aid 

SS = Student Services 

OT= Other 

Faculty - Course(s) Teaching 
De ree - Institution - Ma·or/Minor Admin Staff - Position Held 

Cuba, English Education English Courses 

Page 3 of 5 

Credential Level 

C = Certificate 

D = Diploma 

OA = Occupational Associate 

AA = Academic Associate 

B = Bachelor 

M = Master 

Faculty -
Cred. Teaching Load 
Level A M E 

M 

Non-faculty 
Duties or 
Admin Duties 

ACICS Faculty and Admin istrative Summary Form 



,,. FACULTY and ADMINISTRATIVE STAFF SUMMARY FORM 
Submit this form with the Update Report (revised prior to the visit) and teaching schedules in effect at the time of the visit. List all persons (teac hing faculty and 
administrative staff). Refer to the legends for identifying other duties assigned faculty and administrative staff duties and "Credentia l Level". The first line is provided 
as a SAMPLE. 

Institution Name CENSA Interna tional College 
City, State Miami Gardens, FL 

ID -----

Select One Select One 

(F) Faculty or 
(AD) Admin FT or 

Name (Last First Middle) Staff Date of Hire PT 

!Rev.August, 2009 

Dearee - Institution - Maior/Minor 

Page 4 of 5 

Duties 

AD = Administrative 

RA = Recruitment / Admissions 

FA = Financial Aid 

SS = Student Services 

OT= Other 

Faculty - Course(s) Teaching 
Admin Staff - Position Held 

Development , HIV/AIDS 
Educat ion, Human Anatomy and 
Physio logy I and II, Human 
Anatomy and Physiology Lab I 
and II, Chemistry , Chemistry 
Lab, Microb iology and Infection 
Control, Alternative Medicine , 
Introduction to Nursing , 
Introdu ction to Nursing Lab and 
clinica l skills , Health 
Assessment , Health 
Assessment Lab, Nujt rition , 
Pharmachology Applied to 
Health Sciences, Medical 
Surgical Nursing, Medical 
Surgical Nursing Clinical , 
Maternal Child NUrsing, 
Maternal Child Nursing Clinical, 
Pedriatic Nursing, Pedriatic 
Nursing Clinical , Community 
Nursing Clinical, Psychiatr ic 
Nursing, Psychiatr ic Nursing 
Clinical, Professiona l Nursing 

Cred. 
Level 

ACIC' 

Credential Level 

C = Certificate 

D = Diploma 

OA = Occupational Associate 

AA = Academic Associate 

B = Bachelor 

M = Master 

Faculty - Non-faculty 
Teaching Load Duties or 

A M E Admin Duties 

Facul1 y and ,dmin strative Summary orm 



April 20, 2016 

VIA E-MAIL ONLY 

Dr. Yezid Arango 
President/Campus Director 
CENSAMiami Institute 
4481 NW 167'h St. 
Miami Gardens , FL 33055 

Dear Dr. Arango: 

.,. " 

Subject : Initial Grant Visit Confirmation 

ID Code 00248377(MC) 

acics@censahealth.com 

An on-site evaluation of your institution has been scheduled for May 12-13, 2016 . You 
subsequently will receive further details about the visit, including the names and addresses of the 
team member s. When you receive this information one copy of the Pha se II Initial Application 
should be forwarded directly to each team member , the manner in which will be explained in the 
subsequent visit memorandum . 

As a reminder, the Application materials include: 

PHASE II OF INITIAL APPLICATION 

1. Explanation 
2. Future Plans 
3. Campus Effectiveness Plan 
4. Catalog 
5. Academic Credit Analysis 
6. Self-study Narrative 
7. Faculty and Staff Summary 
8. Inventory of Equipment 

Additionally , the following docume nts must be uploaded to the campuses ' online applications: 

1. Class schedule 
2. Program Update Form 

The documents above must be received , along with the appropriate application materials by each 
team member no later than May 2, 2016. 



Dr. Yezid Arango 
April 20, 2016 
Page2 

On our Web site is the aforementioned update documents as well as the list of materials that must 
be placed in the team 's meeting room prior to the team 's arrival. This information for both the 
update documents and the visit room materials can be found on the "Evaluation Site Visit" page 
at the following link : http ://www.acics .org/accreditation/content.aspx?id=2022 . Click on the 
listing that relates to the type of visit to be conducted . Please ensure that all requested materials 
are labeled for easy identification and provided in an orderly manner. 

The institution will be invoiced a fixed fee for all site visits. Please be advised that pursuant to 
Section 2-3-401 of the Accreditation Criteria the Council will be made aware of any outstanding 
fees (30 days or older) during its review of your application. 

Thank you for your cooperation. If you have any questions , please call me at (202) 336-6764. 

Sincerely, 

b)(6) 

Jan A. Chambers 
Senior Accreditation Coordi nator 

c: Mr. Samuel Ferguson , Florida Dep artment of Education (susan.hood @fldoe.org) 



To: 

From: 

Dat e: 

Subject: 

Dr Yezid Arango 
Campus Director 
CENSA International College 
4481 NW 167111 St. 
Miam i Gardens, FL 33055 

Ms. Jan A. Chambers, Senior Accreditation Coordinator 

May 2, 2016 

Scheduled Site Visit - May 12 - 13, 2016 

Listed below are the details for your upcoming evaluation visit. Please send each team member 
listed below, including me, an electronic copy (flash drive or e-mail) of the Phase II documents 
of the Initial Application. 

As a reminder, the Phase II Initial Application materials include: 

1. Self-study Narrative 
2. Exp lanation 
3. Future Plans 
4. Campus Effectiveness Plan 
5. Catalog 
6. Academic Credit Analysis 
7. Inventory of Equipm ent 
8. Facu lty and Staff Summary 

Additionally, the following update documents must be sent to the team as well as uploaded to the 
campus 's online applications: 

1. Class schedule 
2. Program Update Form 
3. Most recent (July 1, 2014 - June 30, 2015) detailed initial Campus Accountability Report 

(CAR) 

The update report documents are available on the ACICS Web site at 
http ://www.acics.org/accreditation/con tent.aspx ?id=2022 . Go to the "Accreditat ion Process " 
page and then click the "Evaluation Site Visit" page. The documents above must be received , 
along with the appropriate application materials by each team member no later than 

750 First Street. NE. Suite 980 e washington. DC 20002-4223 • t - 202.336.6780 • f - 202.8 42 .2593 ewww .adcs.o rg 

ACCREDITING COUNCI L FOR INDEPENDENT COLLEGES AND SCHOO LS 
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May 2, 2016. 

We will need a private work area for the team's use during the visit. The materials identified on 
the enclosed list should be placed in the work area prior to the team's arrival Additional 
materials may be requested during the visit Details of the visit arc outlined bclmv. 

The institution will be invoiced a fixed fee for all site visits. Please be advised that pursuant to 
Section 2-3-401 of the Accred1tatio11 Criterta the Council will be made aware of any outstanding 
fees (30 days or older) during its rcvie\v of your application. 

!'lease contact me tmmedtatelr ((you hm·e any concems reKardmg any team memher appointed 
to ser\'e 011 the emluation team m· {/you hal'e any questwns ahout the 1·1sit. /hank you. 

VISIT ITI'iERARY 

CF:NSA International College, Miami Gardens, Florida 

ACICS ID Code 002483 77 
CET\SA International College 
44811\W 16?11,St 
\1iami Gardens, Florida 33055 
(105)-817-8800 
acics@censahealth com 

Visit Dates 

Thursday, \fay 12, 2016--Friday, \fay 13, 2016 

Visit Type 

Initial Grant 

Current Level of Accreditation 

\;taster's degree 

Itinerary (approximate) 

Arrive on Thursday, \ttay 12, 2016, at 9:00 a.m 
Depart on Friday, May 13, 2016, at 5 00 pm 

Evaluation Team 
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CHAIR 

RELATIOI\S WITH STUDE'\JTS 

r b)(6) i 

11\TER'\JATIO'\JAL BUSII\ESS AD\itl'\JISTRATIOI\/DISTA'\JCE EDCCATIO'\J SPECIALIST 
b)(6) 

l\CRSII\G/Rl\ TO BS'\J SPECIALIST 
b)(6) 

ACICS STAFF REPRESE'\JTATIVE 
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ACICS STAFF OBSERVER 
b)(6) 

\lliami Marriott Biscayne Bay 
1633 T\orth Bayshore Drive 
\1iami, Florida 33132 
(305) 374-3900 

c: Evaluation Team 
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EVALLATION VISIT ,1EETl:\G ROOM MATERIALS 
Initial Grant of Accreditation Visit 

/nsfif11tions are to plan: the _frJll011·inx maferials in the room provickd to the evaluation feam. 

Additional maferials may he requested when fhe feam is al fhe insfif11tion. 

Current Information 

a.. Class schedule including course names. numbers. titles. room numbers. class times. names 
of instructors. ,md student enrollment by class period for the entire 
term/quarter/ sc me ste r/ module 

b. Student enrollment on da.~(s) of\1sit b~ program and by da~ and e\c111ng di\1s1ons 
c Floor pl,m of facility 
d. Staff roster and organization cha.rt 
c. Courses~ lla.bi for current!~ offCrcd courses (For courses not offCrcd 111 the current term. 

the syllabi must be proYided ,nth the exception of the follmnng items: 1nstmctiona.l 
materials and references. out-of-class act1\itics and assignments. assessment criteria. and 
method of eYa.lua.ting students) 

f All admisswns tests ,md test cut-nff scmcs foe each prngmm 
g. lfabilit~-to-bcncfit students a.re admitted. complete documentation e\1dcnc111g the 

relationship bet,,·ccn admissions test cut-off scores and successful academic or 
employment outcomes. as \\·ell as the contract for the independent test administrator 

h. T,,o copies of the most recent!~ completed ACICS Campus Accountability Report a.long 
\\ith the complete back-up documentation ·1111s must include information to support 
enrollment. graduate. ,md ,nthdr,mal numbers and placement information such as 
student name. program of study. graduation date. Job title. cmplo~ er name. and emplo~ er 
telephone numbers 

1. A cop~ of the current Campus EffCcti\encss Plan along \\!th the progress reports and/or 
prior ~ca.r·s campus cffocti\eness plan 

J l3oard of directors and adm1111stratiYe staff meeting minutes 
k Facult~ meeting minutes 
1. Documentation of111-sen.1ce training sessions held and the schedule for upcoming session 
m. Schedule and documentation of community resources utilized for ca.ch program 

(orga.nued b~ program) 
n. A cop~ of the Certificate or Attendance at an ACICS Accreditation Workshop for the 

chief on-s1 tc adm1111strator or self-study coordinator 
o. A cop~ of the appro\cd and most current Academic Credit Anal~ sis for ca.ch program 

2 Official Documents 

a.. Corporate Charter 
b. Articles of Incorporation. ,md Certificate of Incorporation or other appropriate 

documentation or legal structure and O\\ nersh Ip or the Institution and a. chart outl 1111ng the 
m,·nership structure 

c. Certificate of good standing: rela.ti\e to an institution ·s corporate statute and/or legal 
1dcnt1h 

d. State license and authorization to mrnrd degrees (1fa.pplicablc) 
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e. Most recent state and VA compliance reports 
f Documcntat,on that the facd,tics ace in compliance ""h local. state. and fcdccal Im" 

gon:r111ng fire .. safety .. and sanitation 
g. Documentation that the institution 1s m compliance \\!th copyright la\\S for 

instructional materials utilized 
h. L .S Department of Lducation Program Participation Agreement and Eligibility 

and Certification Appro\al Report (if applicable) 
Reports from most recent re\ ic,n by agencies such as the U S Department of Education .. 
Inspector General. and guarantee agency .. as\\ ell as the institution· s student financial aid 
compliance audit 
Third-party contracts\\ ith other educational institutions or contracts such as JTPA 

a. Admm1strati\e staff personnel files that include updated ACICS data sheets 
b. Facult~ personnel files that include updated ACICS data sheets. copies ofadm1nistratl\e 

and student eYaluations.. and faculty de\ clopmcnt pl,ms \\ ith documentation of 
their implementation 

NOIJ'. St11denfjilc.1· will he sc/ec/cd random!) ,fiir rev1nr hy /cam memhcrs. 

ln\entories 

a. Library resource and reference materials including onlinc materials (if applicable) 
b. Instructional equipment for all programs 

.'i Publications 

a. \1ost recent AC JCS self-study narrati\e 
b. All current ad\ertising and promotional literature. including scripts. copies of 

ne\\Spapers. maga,,1nes. brochures. and thumb dri\e or CD of radio and tele\ 1s1on ads 
c All current internal recmitment materials mcluding admissions orientation packets .. YTD 

adm1ss1ons meeting minutes. copy of standard inter\le\, and phone scripts. and 
communication \\ ith external recruiters ( 1 r applicable) 

d. Student.. faculty .. ,md staff handbooks (if applicable) 

e. Current catalog \\!th all addenda (1fappl1cable) 

f Pcnious 1',o ,cacs catalogs ,md addenda (,fapphcablc) 



Pre-Visit Meeting Outline 
This outline is provided as guidance to the AC/CS staff during the joint facilitation of the pre­
visit meeting. The meeting is led by the team chair but the staff is responsible for providing 
information on any applicable Criteria changes and Council directive that affects the 
evaluation process. 

There were no Criteria changes that directly affect the evaluation 
process this cycle. 

PROCEDURAL CHANGES 

Data Integrity Reviewer (DIR) 
To strengthen the current placement verification process, a new role has been created to allow 
for 100% verification in all programs, to include the review of graduates classified as not 
available for placement (waivers). Because waivers positively affect the rate (it is subtracted 

from the denominator), it is important that this classification is also included in the integrity 
review. 

This role may be combined with another on the team or be an additional team member whose 
sole responsibility is making placement calls and reviewing waiver documentation. The 
assignment will be based on a number of factors, including number of graduates classified as 
placed, number of waivers, current enrollments, etc. 

The reviewer will make all the placement calls for all programs but provide the results to the 
specialist for reporting in the educational activities and program evaluation sections of the 
report . The following will be reported: 

Number of placements reported: 
Number of calls made: 
Number of calls that were successful: 
Number of successful calls that confirmed employment as reported: 

The goal is 100% so it is important that this task be started early in the day. 

REMINDERS 
1. The Student Relations specialist is expected to conduct a staff meeting for the Admissions 

and Financial Aid representatives . This is expected to be a joint meeting that will only 
include those individuals that do not have supervisory responsibility (similar to the faculty 
meeting). The preferred method is for the Chair to communicate this new procedure to the 
institution and have the institution set up a time for the meeting to occur. There are no 
particular report quest ions that have been added as a result of this meeting; however, the 
interviews will assist in answering other questions throughout the report 

Quality Enhancement & Training @ AID Spring 2016 



2. As a result of the additional requiremen t to the Student Relations specialist, a number of 

questions have moved from Section 4 to Section 5 - Educational Activities. These questions 

-are at the end of that report and are in relation to career service activities. 

REPORT TEMPLATES REVISION 
Report Report Temp late Changes Comments 
IG/RA M0A 1-2. /Contact Hou rs added to Clock Hours We will capture all metrics for 

column and line added for campus retent ion and programs the campus offers. 
placement on page 2. Chairs will check with specialists 

to be sure the ACA presented for 
each program agrees with 
Personify information or check 
for ACICS approva l for changes. 
We will include all programs, 
including those under 300 clock 
hours, but not review them if 
there is no enro llment. 

JG/RA M0A Report. Added in Introductio n explanatio n: The team chair shou ld include in 
[Also include a desc rip tion and explanation of any the Introduction any information 
extenuating circumstances, any adverse informat ion that was collected and 
and/or complaints, and/or any distinctive or investigated concerning 
unusual features of the campus or eva luat ion visit. If complaints or adverse. The 
the campus has learning sites, describe how those introduction should be completed 
locations are used for administrative and after the visit so that the team can 
instructional purposes.] provide a substantive 

introduction based on the team 's 
Added "If No" statement after 3.01. evaluation. 

IG/RA Moved 4.58, 4.59 to Section 5 (regarding follow-up These questions will be part of the 
stud ies on graduate and employer satisfactio n and Ed Activities specialist's report. 
using placement percentages or salary pr ojectio ns 
as part of recruiting act ivities). 

IG/RA Moved 5.14, 5.15 unde r All Campuses We will make placem ent calls for 
programs on the most recent CAR 
submitted by initials, even if they 
are not being reviewed by the 
team (i.e. no enro llment, 
discontinued, etc .). This will be 
done by the Data Integrity 
Reviewer and the results 
provided to the Educational 
Activities specialist. 

IG/RA 5.22 Does the campus award academic credit to We will check for methods used to 
students who demonstrate subject evaluate subject competency in 
compete ncy based on academic, awarding academic credit based 
occupat ional, or perso nal experie nces? on prior academic, occupation, or 
OYes D No (//No, skip to Question persona l experiences; whether 
5.23.) the campus has an established 

policy for awarding such credit; 
If Yes, summar ize the methods used for and if so, wheth er the campus 
evaluating subject compete ncy and consistently follows that policy . 
awardi ng such cred it. 

Does the campus have an established 
svstemat ic method for evaluating and 
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award ing such academic cred it to which the 
campus adheres ·? 
□ Yes □ No 

If Yes, is there app ropriate docume ntat ion of 
the assessments of knowledge, skills, or 
competencies required? 
0Yes □ No □ Not 
Applicable (no student has made such a 
request ) 

If No (the re is not appropriate 
documentatio n of the assessments), insert 
the section number in parentheses and 
explain: 

JG/RA 5.24 Are the following appropriate to adequately We have included programs for 
support the number and nature of the which the campus requires that 
general education courses? (If only nondegree all genera l education courses be 
programs are offered with no general transferred. 
education courses, or if all general education 
courses must be transferred in, skip to 5.25) 
(a) Facilities. 
□ Yes □ No 
(b) Instructional equipment 
0Yes □ No 
(c) Resources. 
0Yes □ No 
(d) Personnel. 
0Yes 0No 

If No for any item, insert the section numb er 
in par entheses and explain: 

JG/RA 5.47 Are follow-up stud ies on graduate and The Ed Activities specia list will 
employer satisfaction conducted at specific now be responsibl e for these 
measuring points following the placement of ques tions . 
the campus's graduates? 
□ Yes □ No □ Not 
Applicable (there have been no graduates) 

If Not Applicable, explain : 

If No, insert the sect ion number in 
parentheses and explain: 

5.48 Does the campus use placement percentages 
or salary projections as part of its recruiting 
activities? 
0Yes □ No 

JG/RA 9.18 What was the total number of graduates in We will now enter the total 
all programs reported during the most number of graduates reports in 
recent Campus Accountability Report the most recent CAR so the Data 
submitte d to the Council? Integrity specialist knows how 

many total calls to expect to make. 
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IG/RA 9.19 Was the team able to verify the backup The Data Integrity specialist will 
documentat ion to support the placement advise the program specialist(s} 
rate for the program(s) as reported on the of the number of calls made as 
last Campus Accountab ility Report well as the number that was 
submitted to the Council? successfu l. 
OYes ONo □ Not The specialist may now include a 
Applicable (there have been no graduates) finding if there were no successful 

contacts (that is, 20 calls made 
If No, insert the sect ion number in and none were successful to 
parentheses and explain: graduates and employers}. 

How many calls to graduates or employers 
were attempted? 
lTotal num her of calls at tempted is not to 
exceed number of graduates. For a single 
program, use a full sentence . For two or: 
more programs, please list in the manner 
below. Delete non-applicable credential 
levelsj 
The following numbers of calls were made to 
employers or graduates for the following 
programs: 
Diploma in XX: 
Occupational Associate's degree in XX: 
Academic Associate's degree XX: 
Bachelor's Degree XX: 

How many calls to graduates or employers 
were successfur? 
The following numbers of calls, by program , 
were successful: 
Diploma in XX: 
Occupat iona l Associate's degree in XX: 
Academic Associate's degree in XX: 
Bachelor's Degree in XX: 

How many of the successful contacts 
confirmed the employment of the graduate 
as reported on the CAR? Please explain any 
discrepancy between the number of 
successful contacts and confirmat ions . 

If there were no or few successful contacts, 
or if any graduate employmen ts could not be 
confirmed as reported on the CAR, insert 
"Section 3-1-303(a)" in parentheses and 
explain: 

Nontrad itional These reports are now separated: H-A Dista nce Teams will use the appropriate 
Education Education and Hybrid/Blended Courses, H-B Self- report(s} for each campus. 

pace Instruction , H-C Consortium Agreeme nts, and 
H-D Direct Assessment Competency-based 
Programs . 
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English as a F.21 Does the admissions policy for the ESL The options in admission policy 
Second program meet ACICS and Departme nt of allowed by the Department have 
Language Education sta ndards by requiring that been clarified in the question. 

adm itted par ticipants be unde rgraduate 
students who either : 
(a) have previous knowledge, tra ining and 

skills in a vocatio nal field? 

OR 
(b) are solely enrolled to obtai n ESL 

competency un related to a vocat ion? 
OYes ONo 

If No, insert the sect ion number in 
parentheses and expla in: 

Out of Scope N.31 Is cred it appro pr iately converted in relation The Not Applicable option for 
to total student contact/clock hours in each clock hour program s has been 
class? added. 
OYes ONo D Not Applicable 
( clock hour programs only) 

If No, insert the sect ion number in 
pare ntheses, identify the courses, and 
expla in: 

Change of Contact Hours added to Clock Hours colum n. We will capture all program 
Ownership metrics in these reports and 

check for consist ency with 
Personify data. We will ask for 
ACICS aooroval for anv chane:es. 
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VER. January 1, 2016 

b)(6) 

ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT 

INITIAL GRANT ACCREDITATION VISIT REPORT 

CENSA International College 
4481 NW 16ih Street 

Miami Gardens, FL 33055 
ACICS ID Code: Campus Code: 00248377 

Dr. Yezid Arango, Campus Director (yarango@censa.edu.co) 
(acics@censahealth .com) 

May 12-13, 2016 

Chair 

Student-Relations Specialist 

Educational Activities/ 
Data Integrity 

Internationa l Business 
Admin/Distance Education 

Nursing/RN to BSN 

Staff Representati ve 

Page 1 of 56 
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PROGRAMS OFFERED BY 
CENSA INTER:\A TIO:\AL COLLEGE 

MIA\;II GARDENS, FLORIDA 

Enroll: 
Clock Full-

APPROVED (CL)/ time/ 

CAR 
Retention & Placement ('1/c,) 

2015 2014 

CREDE"ITIAL ACICS PROGRA~ Contact Sem. Part-
EARI\ED CREDE~TIAL TITLE Hrs. Hrs. time Ret. Pia. Ret. Pia. 
C ert1 fi cate C ert1 fi cate Nursmg 120 (CL) 'sf A 0/0 NIA NIA NIA 'sf A 

Assistant** 
Assoc1ate's Academic Nursmg 15]0 76 ]9/0 89,6 100 NIA 'sf A 

Assoc1ate's 
Degree 

Bachelor's Bachelor's RN to BS'\ 1845 120+ 2/0 50 NIA NIA 'sf A 
Degree 

Bachelor's Bachelor's Nursmg 2160 120 I /0 0 NIA NIA 'sf A 

Diploma Diploma llospitality and 600 (CL) '\/A 0/0 N/A N/A N/A '\/A 
l"ounsm 
\.1anagement** 

\.faster ' 'v1aster's lntemat10nal 900 60 J0/0 NIA NIA NIA 'sf A 
Degree Business 

Adm1n1 strati on/\ 
TOTAL El\ROLL\1El\T 72 

CAMPUS RETE"ITIO"I (%) 46,5 CAMPUS PLAC'E~El\T (%) I I 0 0 

Notes: 

" 

l"yped in bold are any retention rates below 65 percent (programs >1 year in length) or 70 
percent (programs :s_ 1 year in length) and any placement rates bclmv 70 percent 

Programs \Vith no enrollment. (Both the nursing assistant and hospitality and tourism 
management programs arc open for enrollment. A marketing specialist \Vil! be added to the staff 
to promote these programs. !"he campus hopes to enroll later this year.) 

!"his program requires 60 semester credits for admission 

Because the master's degree has not yet had a graduating cohort, a follow-up Quality Assurance 
\.1oni taring visit must be conducted after the first group of students has completed the program 
This visit is necessary to fully assess the educational effectiveness of the program and \Vil! be 
scheduled follmving successful completion of the initial accreditation process 

# This campus offers distance education at 50 percent or greater. 
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INTRODUCTION 

CENSA International College (CIC) began in 2010 as CENSA Miami Institute offering programs in the areas 
of computers and languages. Several health-related programs were added in 2012, including nursing and 
practical nursing. The institution's name was changed to its current name in January 2015, with the intention 
to expand by adding a branch campus in the Orlando area, which is scheduled to open this summer. In July 
2015, the institution received approval to offer a master 's degree in international business administration , a 
certificate in nurse assisting, and a diploma in hospitality and tourism management. The institution operates 
independently but is a sister campus to CENSA Colombia, which has 13 campuses in Colombia, along with 
campuses in Argentina and Costa Rica . CIC has an articulation agreement with American Corporate 
University , a sister Colombian college, and there are currently 30 students participating in the institution 's 
online classes in the master's program in international business administration. 

During the team visit , there were 72 students enrolled at the college. The CIC's service area includes Miami­
Dade county and Broward county along with online students, who may live anywhere in the world. According 
to the 2015 Campus Effectiveness Plan (CEP) , 60 percent of the student population is Hispanic , and the 
remainder of students are of African-American ethnicity . The majority of students are between the ages of 30 
and 49, and 80 percent are female. 

The campus is very excited about obtaining ACICS accreditation and is committed to providing a solid 
education for its students. There are, however , concerns about overall retention and credentialing in the 
nursing programs. The campus is working hard to ensure that students stay in school and complete their 
training ; and if in the nursing programs , pass the NCLEX-RN examination and secure employment. The 
administration has solid ties to the local community , which should help with placement ; and they are also a 
member of the Global Chamber of Commerce. There are plans to expand the business school to include 
associate's and bachelor 's degrees and to add additional programs of study within a new school of 
psychology. 

Many nursing schools in south Florida have recently closed, and CIC has allowed those displaced students to 
enroll at the campus to complete their training. Upon interview, these transfer students were most 
complimentary of the staff and faculty of the institution for accommodating their individual needs and making 
them feel welcome in the CIC community. The team also experienced this cordial and welcoming spirit from 
the staff, faculty , and students during the two days on campus. 

The campus has no learning sites. 

Data Integrity Review Summary 

During the visit , attempts were made to contact all graduates that were listed on the 2015 CAR as placed. There 
were no graduates listed as unavailable for placement. The following information summarizes the data from this 
verification. 

Section 5 - Data Integrity Review Summary 
There were no programs that hold specialized accreditation as reported on the last CAR. 
There were no programs that were not reviewed that had placements reported on the last CA. 
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Section 9 - Data Integrity Review Summary 

Program Total Total Not Total Total Number of Number that 
Name and Grads available Placed Calls Successful Confirmed 
Credential Made Contacts Employment 
Nurs ing-
associate ' s 5 0 4 * 3 3 3 
Nursing - NA NA NA NA NA NA 
bachelor ' s 
Nursing-RN NA NA NA NA NA NA 
toBSN 

* The 2015 CAR indicated 5, in-field placements , but the team found one placement was 
misclassified. See Section 9 - Nursing. 

Page 4 of 56 
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REPOR T QUESTI ONS 

1. MISSIO N 

1.01 Give the page number in the campus catalog on which the mission statement can be found. 
The mission statement can be found on page one of the CENSA Internationa l College 2015-20 16 Vol. 1. 

1.02 Does the campus have an appropriate mission statement with a set of supporting objectives? 
D Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-100) : The mission stated listed in the catalog does not include supporting object ives. 

1.03 Are the objectives devoted substantially to career-re lated education? 
0Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-100) : The mission stated listed in the catalog does not include support ing objectives. 

1.04 Are the objectives reasonab le for the following: 
(a) The programs of instruction? 
0Yes ~No 
(b) The modes of delivery? 
D Yes ~No 
(c) The facilities of the campus? 
0Yes ~No 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-100) : The mission stated listed in the catalog does not include supporting objectives. 

1.05 Are the mission statement and supporting objectives appropriate ly disclosed in the campus catalog and 
in other publications that are readily available and understandab le to the public? 
D Yes ~No 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-100): The mission stated listed in the catalog does not include supporting objectives. 

1.06 Is the campus committed to successful implementation of its mission? 
~Yes 0No 

CAMPUS EFFEC TIVENESS 

1.07 Does the campus have a current Campus Effectiveness Plan (CEP)? 
~ Yes 0No 

1.08 If the campus is a branch, does the branch have its own CEP, separate from the main campus IEP? 
D Yes D No ~ Not Applicab le 
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1.09 Does the CEP describe the following: 
(a) The characteristics of the programs offered? 
~Yes 0No 
(b) The characteristics of the student population? 
~ Yes 0No 
(c) The types of data that will be used for assessment? 
~Yes 0No 
(d) Specific goals to improve the educational processes? 
~ Yes 0No 
(e) Expected outcomes of the plans? 
~Yes 0No 

I. IO Are the following five required elements evaluated in the CEP? 
(a) Student retention. 
~Yes 0No 
(b) Student placement. 
~Yes D No D Not Applicable (new branch only) 
(c) Level of graduate satisfaction. 
~Yes D No D Not Applicable (new branch only) 
(d) Level of employer satisfaction. 
~Yes D No D Not Applicable (new branch only) 
(e) Student learning outcomes. 
~Yes 0No 
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l . I 1 Define the measurable student learning outcomes used by the campus and how these outcomes are being 
assessed. 
The campus continuously monitors the NCLEX-RN pass rate for the nursing program and compares its 
results with the benchmark established by the state of Florida Board of Nursing. The campus also 
monitors the GPA of all students after each class and at the end of each term, and those students who fall 
below a 2.0 are counseled. Classroom observations are conducted annually to determine how well 
students and teachers are interacting with each other , and students evaluate classes at the end of each 
course . 

1.12 Are the following identified and described in the CEP? 
(a) The baseline data for each outcome. 
~ Yes D No D Not Applicable 
(b) The data used by the campus to assess each outcome. 
~ Yes D No D Not Applicable 
(c) How the data was collected. 
~ Yes D No D Not Applicable 
(d) An analysis and summary of the data collected and an explanation of how the data will be used to 

improve the educational processes. 
~ Yes D No D Not Applicable 
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1.13 Has the campus published annual placement and retention goals in its CEP that demonstrate its ability to 
maintain or improve retention and placement outcomes? 
cg] Yes 0No 

1.14 Has the campus published specific activities that will be underta ken to meet placement and retention 
goals? 
cg] Yes 0No 

1.15 Describe the specific activities that the campus will undertake to meet these goals. 
The activities listed below wi ll be undertaken by the campus to meet the following goals: 

In order to meet retention goals, the camp us will : promote graduation ceremonies, guest speakers, job 
fairs, holiday celebrations , community services, career fairs, health fairs , food drives, and support 
immigrati on and family community services. 

To meet placement goals the campus is working on networking with the local community to provide 
clinical sites which may result in employment opport uniti es for graduates. The campus is now a member 
of the Global Trade Chamber of Florida and strives to maintain strong relationships with community 
employers. Resume/cover letter writ ing, portfolio preparation , and interviewing skill s have been added 
to the PLN 215 Professional Nursing and Leadership course to help ensure students are better prepared 
for employment. 

1. 16 Does the campus have documentation to show the following: 
(a) That the CEP has been implemented? 
cg] Yes D No 
(b) That specific act ivities listed in the plan have been completed? 
cg] Yes 0No 
(c) That periodic progress reports have been completed? 
cg] Yes 0No 

1.17 Who is responsible for implement ing and monitoring the CEP? Describe this individual 's qualifications. 
If a committee is utilized , please describe the committee. 
There is a CEP committee composed of the campus president , dean of education , program directors , 
financ ial services director , admissions coordinator , and placement and student services staff 

1.18 Does the campus have documentation to show that the CEP is evaluated at least annually? 
D Yes D No cg] Not Applicable (new branch or initial applicant only) 

2. ORGANIZATION 

2.01 Is the follow ing information regarding the campus appropriately stated in the cata log? 
(a) Governance , control, and corporate organization. 
cg] Yes D No 
(b) Names of the trustees , directors , and/or officers. 
cg] Yes 0No 
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(c) Names of the administrators. 
~ Yes 0No 

2.02 Does the campus : 
(a) Adequately train its employees? 
~ Yes 0No 
(b) Provide them with constant and proper supervision? 
~Yes 0No 
(c) Evaluate their work? 
~ Yes 0No 

2.03 Is the administration of the campus efficient and effective? 
~Yes 0No 

2.04 Does the campus maintain written documentation to show that faculty and staff members : 
(a) Clearly understand their duties and responsibilities? 
~Yes 0No 
(b) Know the person to whom they report? 
~ Yes 0No 
( c) Understand the standards by which the success of their work is measured? 
~ Yes 0No 

2.05 Does the administration maintain documentation of the evaluation of the faculty and staff? 
~Yes 0No 
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2.06 Has the campus adopted a policy on academic freedom that has been communicated to the faculty? 
~ Yes 0No 

2.07 Does the campus have an appropriate grievance policy for faculty and staff? 
~ Yes 0No 

2.08 Does the campus catalog or the student handbook contain an appropriate grievance policy for students 
that includes the name and address of ACICS? 
D Yes D No ~ Not Applicable (initial applicants only) 

2.09 Who is responsible for the financial oversight of the campus, and what are this person 's qualifications? 
campus president , is responsible for the financial oversight of the campus. He holds a 

PhD in psychology from the International Univers ity for Graduate Studies, a master 's degree in clinical 
social work from Rutgers University, and a bachelor's degree in psychology from Montclair State 
University. Prior to his current position, - owned his own private practice and brought with 
him over 25 years of professional experience in both the clinical and administrative areas of for profit 
and nonprofit businesses. 
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3. ADl\flNISTRA TION 

3.01 Is there evidence that the chief on-site administrator(s) or the self-study coordinator for the campus 
attended an accreditation workshop within 18 months prior to the final submission of the self-study? 
IS] Yes D No 

3.02 Are all staff well trained to carry out administrative functions? 
IS] Yes 0No 

3.03 Who is the on-site administrator , and what are this person 's qualifications? 
campus president , is the on-site administrator. As previously stated, he holds a PhD 

in psychology from the International University for Graduate Studies, a master's degree in clinical social 
work from Rutgers University, and a bachelor 's degree in psychology from Montclair State University. 
Prior to his current position, - owned his own private practice and brought with him over 25 
years of professional experience in both the clinical and administrative areas of for profit and nonprofit 
businesses. 

3.04 Does the campus list degrees of staff members in the catalog? 
IS] Yes 0No 

If Yes, is appropriate evidence of the degrees on file? 
IS] Yes 0No 

3.05 Is there evidence that the campus keeps adequate records to support the following administrative 
operations? 
(a) Financial aid activities. 
D Yes D No IS] Not Applicable (campus does not participate in financial aid) 
(b) Admissions. 
IS]Yes 0No 
(c) Curriculum. 
IS] Yes 0No 
(d) Accreditation and licensure. 
IS]Yes 0No 
(e) Guidance. 
IS] Yes 0No 
(f) Instructional resources. 
IS] Yes D No 
(g) Supplies and equipment. 
IS] Yes 0No 
(h) The school plant. 
IS] Yes D No 
(i) Faculty and staff 
IS]Yes 0No 
G) Student activities. 
IS]Yes 0No 
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(k) Student personnel. 
~Yes 0No 

3.06 Does the campus admit ability-to-benefit students? 
D Yes ~ No (If No, skip to Question 3. J J.) 

3 .11 Do student files contain evidence of graduation from high school or the equivalent? 
cg]Yes 0No 

3. I 2 Are appropriate transcripts maintained for all students? 
~Yes 0No 

3 .13 Is the grading system fully explained on the transcript, and is it consistent with the grading system that 
appears in the campus catalog? 
~Yes 0No 

3 .14 Are student records protected from theft, fire, water damage, or other possible loss? 
~Yes 0No 

3 .15 Does the campus maintain transcripts for all students indefinitely? 
~Yes 0No 

3.16 Does the campus maintain admissions data and other records for at least five years from the last date of 
attendance for all students? 
~Yes 0No 

4. RELATIONS WITH STUDENTS 
FOR ALL PROGRAMS 

4.01 How many student files were reviewed during the evaluation? 
Seventeen student files were reviewed during the evaluation , including their ledger cards. 

4.02 Does the campus ensure that its student relations reflect high ethical standards? 
~Yes 0No 

4.03 Does the campus have appropriate admissions criteria? 
~Yes 0No 

4.04 Does the campus contract with third parties for admissions and recruiting purposes? 
0Yes ~No 

4.05 Is there evidence to document that admissions criteria are applied consistently to all students admitted 
under the same version of the admissions criteria ( e .g., that students admitted into specific programs for the 
same start date are admitted under the same admissions criteria)? 
~Yes 0No 
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4.06 Does the admissions policy conform to the campus' s mission? 
ISi Yes ONo 

4.07 Is the admissions policy publicly stated? 
ISi Yes ONo 

4.08 Is the admissions policy administered as written? 
ISi Yes ONo 

4.09 Does the campus use an enrollment agreement for each enrolled student that: 
(a) Clearly outlines the financial obligations of both the institution and the student? 
D Yes IS]No 
(b) Outlines all program-related tuition and fees? 
ISi Yes ONo 
(c) Has a signature of the student and the appropriate school representative? 
ISi Yes ONo 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-414): The campus enrollment agreement does not clearly outline the financial obligations 
of both the institution and the student. The financial obligations in the enrollment agreement under 
methods of payment are not completely filled out by the campus. The boxes for" Annual Percentage 
Rate ," "Finance Charge," "Total of Payment ," and "Total Sales Price" in most of the enrollment 
agreements reviewed were blank. The campus does not charge any interest or finance charges but does 
not place an N/ A or a line in the blank spaces. Additiona lly, the number of payments in the payment plan 
box was blank in the vast majority of enrollment agreements reviewed. 

Is there evidence that a copy of the agreement has been provided to the student? 
ISi Yes ONo 

4.10 Who is responsible for the oversight of student recruitment at the campus and what are this person ' s 
qualifications? 

admissions coordinator , is responsible for the oversight of student recruitment at the 
campus. -h as a bachelor's degree in psychology from Florida International University. She has 
also completed CM201 - Admissions Compliance Training for Florida Career Institutions. -
has two years of office experience in medical practices , which included medical billing and record 
keeping. She has been employed at the campus since July 2015. 

4.11 Describe the recruiting process for new students. 
The admissions coordinator receives leads that come into the campus from student referrals, walk-ins, 
Internet leads from the institution website , and occasional radio commercials. She contacts the 
prospective student, sets up an appointment , and meets with them to discuss their academic interests and 
goals. Students are given a tour of the campus and fill out a basic information sheet. Depending on the 
program the student is interested in, the appropriate documentation as outlined in the campus catalog is 
requested , such as previous college level courses, current nursing license , as well as proof of high school 
graduation or equivalency. Nursing students, excluding RN to BSN students, are required to take the 
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Test of Essential Academic Skills V (TEAS V), an academic skills test, either at the beginning of their 
program or before beginning any classes in their chosen nursing program. Students whose first language 
is not English must also present original proof of a passed Test of English as a Foreign Language 
(TOEFL) with a score of 63 or higher. Students meet with the campus finance director and then complete 
the enrollment agreement. The campus has an admissions committee that meets twice a month to review 
all student applicants and make decisions on admissions. Students are then oriented to the various classes 
they will be taking and can start on schedule. Students who will be taking online classes have a separate 
orientation to ensure they are capable of succeeding in the online format. 

Based on interviews, observations, and a review of recruitment materials, is the process compatible with 
the educational objectives for the campus? 
~Yes ONo 

4.12 Are individuals engaged in admissions or recruitment activities communicating current and accurate 
information regarding the following? 
(a) Courses and programs . 
~Yes ONo 
(b) Services. 
~ Yes ONo 
(c) Tuition . 
~Yes ONo 
(d) Terms. 
~ Yes ONo 
(e) Operating policies. 
~Yes ONo 

4.13 Does the campus use prospective student names obtained as a result of a survey, canvass, or promise of 
future employment or income while a student, or as a result of other marketing activity? 
□ Yes ~No 

4.14 Does the state in which the campus operates require representatives to be licensed or registered? 
□ Yes ~No 

The state of Florida requires admissions personnel in career institutions to complete admissions 
compliance training. The campus admissions coordinator has completed this training, which is 
documented. 

4.15 Are the titles of recruitment and enrollment personnel appropriate? 
~Yes ONo 

4.16 Does someone other than recruitment and enrollment personnel make final decisions regarding financial 
aid eligibility, packaging, awarding, and disbursement? 
D Yes D No ~ Not Applicable (campus does not participate in financial aid) 

4.17 Are all recruiters supervised by the campus to ensure that their activities are in compliance with all 
applicable standards? 
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~Yes □No 

4.18 Does the campus have written policies and procedures for evaluating and accepting transfer of credit? 
~Yes 0No 

4.19 Is there evidence that the campus properly awards transfer of credit? 
~ Yes □ No □ Not Applicable 

4.20 Does the campus publicize its transfer credit policies, including policies related to accepting transfer credit 
from another campus? 
~Yes 0No 

4.21 Has the campus established articulation agreements with other institutions? 
~Yes 0No 

If Yes, has the campus published a list of institutions with which it has established the agreements? 
~Yes 0No 

4.22 Does the campus provide documented notification to students of the articulation agreements and the 
transferabi lity of credits in the programs that are offered? 
~Yes 0No 

FOR MASTER'S DEGREE PROGRAMS ONLY 

4.23 Is the maximum permissible number of transfer credits into the program limited to one-half or fewer of 
the credits required for the master's degree? 
~Yes 0No 

FOR ALL PROGRAMS 

4.24 Is the standards of satisfactory academic progress policy published in the catalog? 
~Yes 0No 

If Yes, state the page number(s) where the standards of satisfactory academic progress policy is published. 
The standards of satisfactory academic progress are published on pages 15-21 of the campus catalog. 

4.25 Does the standards of satisfactory academic progress (SAP) policy published in the catalog contain the 
following? 
(a) A definition of the maximum time frame allowed for students to complete a program as 1.5 times the 

normal program length. 
~Yes 0No 
(b) A schedule that designates the minimum percentage of work that a student must successfu lly 

complete at the end of each evaluation increment to complete the program within the maximum time 
frame. 

~Yes 0No 
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(c) Procedures for re-establishing satisfactory academic progress. 
~ Yes 0No 
(d) A definition of the effects of the following on the CGPA and successful course-completion 

percentage: 
Withdrawals. 
D Yes ~No 
Incomplete grades . 
0Yes ~No 
Repeated courses. 
D Yes ~No 
Non-pun itive grades. 
D Yes D No ~ Not Applicable (campus does not offer) 
Non-credit or remedia l courses. 
D Yes D No ~ Not Applicable (campus does not offer) 
A warning status. 
~ Yes D No D Not Applicable (campus does not use) 
A probationary period. 
~ Yes 0No 
An appeal process. 
~Yes 0No 
An extended-enrollment status. 
D Yes D No ~ Not Applicable (campus does not offer) 
The effect when a student changes programs. 
~ Yes D No D Not Applicable (campus only offers one program of study 
The effect when a student seeks to earn an additional credential. 
~ Yes D No D Not Applicable (campus only offers one program) 
The implications of transfer credit. 
~Yes 0No 

If No for any item, insert the section number in parentheses and explain: 
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(Section 3-1-421 and Appendix D):The campus SAP policy does not include the effects of withdrawals 
and incomplete grades on the successful course completion percentage. The policy on the effect of 
repeated courses on SAP is in the catalog but not within the SAP policy section. The catalog does not 
have SAP identified in one cohesive policy. Elements of SAP are currently scattered throughout the 
catalog. The campus does not have a SAP policy established for graduate programs. 

4.26 Does the campus apply its SAP standards consistently to all students? 
~Yes 0No 

4.27 Are students who are not making satisfactory academic progress properly notified? 
~ Yes D No D Not Applicable (no students are in violation of SAP) 

4.28 Is SAP evaluated at the end of each academic year or at 50 percent of the normal program length if the 
program is one academic year in length or shorter? 
~Yes 0No 
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4.29 Is SAP evaluated at the end of the second academic year and at the end of each subsequent academic year 
where students must have a minimum CGPA of 2.0 on a scale of 4.0 or its equivalent, or have academic 
standing consistent with the institution ' s requirements for graduation? 
~ Yes D No D Not Applicable (all programs are less than two years) 

4.30 Are students who are not making satisfactory academic progress at the end of the second year dismissed or 
allowed to continue without being eligible for Federal financial aid? 
D Yes D No ~ Not Applicable (The institution does not participate in financial aid.) 

4.31 Are qualitative and quantitative components evaluated cumulatively for all periods of a student's 
enrollment? 
~Yes 0No 

4.32 Are students allowed to remain on financial aid while under warning or probation status? 
D Yes D No ~ Not Applicable (campus does not participate in financial aid) 

4.33 Are students whose appeals are granted due to mitigating circumstances placed on probation , eligibility for 
financial aid reinstated , and considered to be making satisfactory academic progress? 
D Yes D No ~ Not Applicable (there are no such students) 

4.34 Are students who are placed in an extended-enrollment status denied eligibility for federal financial aid 
(unless there are mitigating circumstances)? 
D Yes D No ~ Not Applicable (campus does not have extended enrollment and/or does not 
participate in financial aid) 

4.35 Do credits attempted during the extended-enrollment status count toward the 1.5 times of normal program 
length? 
D Yes D No ~ Not Applicable (campus does not have extended enrollment) 

4.36 For students who have exceeded one and one-half times the standard time frame and were awarded the 
original credential , were any additional financial obligations waived? 
D Yes D No ~ Not Applicable (there is no such student and/or the campus does not have 
such a policy) 

4.37 Are students required to have a minimum CGPA of 2.0 or its equivalent upon graduation from all 
programs? 
~Yes 0No 

4.38 Who is responsible for the administration of satisfactory academic progress , and what are this person ' s 
qualifications? 

the dean of education , is responsible for the administration of SAP. He has a 
master 's degree in nursing with a concentration in education from Walden University , and bach elor 's 
degrees in nursing and psychology from Florida International University. He holds an RN license from 
the Florida Department of Health. He has 20 years of experie nce in nursing , and he has been with the 
campus since October 2014 . 
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4.39 How does the campus encourage and assist students who are experiencing difficulty in progressing 
satisfactorily in their programs? 
Students who are experiencing difficulties in their individual coursework discuss these initially with the 
course instructor. Depending on specific issues , they are offered individual tutoring , academic 
counseling, or referred to appropriate outside agencies for assistance. The dean of education, -

identifi es and works with students whose ongoing academ ic performance puts them 
at risk for unsatisfactory academic performance. 

4.40 Does the campus finance any of the following? (Mark all that apply.) 
(a) D Scholarships. 
(b) ~ Grants. 
(c) D Loans. 
(d) D The campus does not offer scholarships, grants, and/or loans. (Skip to Question 4.42.) 

If Yes for any item, does the campus properly identify all scholarship, grant, and loan programs? 
~Yes 0No 

4.41 Does the campus fully disclose the terms, conditions, and application procedures regarding campus loan, 
scholarship and grant programs in its catalog? 
~Yes 0No 

4.42 Are all similarly circumstanced students who enrolled at the same time and in the same programs charged 
the same tuition and fees? 
~Yes 0No 

4.43 Are tuition and fees clearly stated in the catalog? 
~Yes 0No 

If Yes, have students confirmed receiving a copy of the catalog? 
~ Yes D No D Not Applicable 

4.44 Do the financial records of students clearly show the following? 
(a) Charges . 
~ Yes 0No 
(b) Dates for the posting of tuition. 
~Yes 0No 
(c) Fees. 
~ Yes 0No 
( d) Other charges. 
~Yes 0No 
( e) Payment s. 
~ Yes 0No 
(f) Dates of payment. 
~Yes 0No 
(g) The balance after each transaction. 
~ Yes 0No 
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4.45 Is the effective date listed on announcements of changes in tuition and fees? 
D Yes D No cg] Not Applicable (campus has not changed tuition or fees) 

4.46 Is the campus ' s refund policy published in the catalog? 
cg] Yes 0No 

4.47 Is the refund policy fair, equitable , and applicable to all students? 
cg] Yes 0No 

4.48 Is the campus following its stated refund policy? 
cg] Yes 0No 

4.49 Does the campus participate in Title IV financial aid? 
D Yes cg] No (Skip to question 4.57) 

4.57 Does the campus provide discounts for cash received in advance of the normal payment schedule? 
cg] Yes D No (Skip to question 4.58.) 

If Yes, is there evidence that the campus provides a copy of the written policy to all student applicants prior 
to enrollment? 
cg] Yes D No 

If Yes, is the size of the discount based on the financial benefit that the campus receives from the payment 
of cash earlier than would be required under the normal tuition payment schedule? 
cg] Yes D No D Not Applicable 

4.58 The beginning enrollment on the most current Campus Accountability Report (CAR) is NA 
The ending enrollment reported on the previous year's CAR is NA. 

4.61 Describe the process the campus utilizes to ensure that students are counseled concerning their student loan 
repayment obligations. 
Students at this campus are on monthly cash payments, so they meet with the finance director every month . 

FOR MASTER'S DEGREES ONLY 

4.62 Do all students enrolled in master ' s degree programs possess a bachelor 's degree? 
cg] Yes 0No 

EDUCATIONAL ACTIVITIES 
FOR ALL PROGRAMS 

5.01 Are the credential s awarded by the campus in compliance with its accreditation approval and in 
compliance with applicable state laws? 
cg] Yes 0No 
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5.02 Who is assigned to oversee the educational activities of all programs at the campus, and what are this 
person 's qualifications? 

is the dean of education who oversees the educational activiti~s at 
the campus. He is an RN and also serves as program director of the nursing programs. ---
received his bachelor's degree in nursing from Florida International Univers ity, and a bachelor's degree in 
psychology and master's degree in nurs ing with a concentration in education from Walden Univers ity. He 
has over 20 years of experience in nursing and supervision, including former positions as an RN field 
supervisor for Staff Builders and Caring Associate's Inc., and as an RN case manager/supervisor for 
Genesis Home Health. He currently works part-time on weekends as a floor supervisor at the North Shore 
Med ical Center, which helps to keep his knowledge and skills current regarding changes in the medical 
field and supervision. 

5.03 Does this person have appropriate academic or experiential qualifications? 
[g]Yes 0No 

5.04 Describe how the campus makes provisions for program administrators to have sufficient authority and 
responsibility for the development and administration of the programs. 
The job descript ion for a program director describes responsibi lity for managing the entire operation of the 
program related to personnel, campus, students , budget and projections. Program administrators are also 
responsible for teaching at least one course. 

5.05 Is the time devoted to the administration of the educational programs sufficient? 
~Yes 0No 

5.06 Is there a published policy on the responsibility and authority of faculty in academic governance? 
[gj Yes 0No 

5.07 Does the policy, at a minimum , address the role of the faculty in the following areas? 
(a) Development of the educational program. 
[gj Yes 0No 
(b) Selection of course materials , instructional equipment and other educational resources . 
[g]Yes 0No 
(c) Systematic evaluation and revision of the curriculum. 
[gj Yes 0No 
( d) Assessment of student learning outcomes. 
[gjYes 0No 
(e) Planning for institutiona l effectiveness. 
[gj Yes 0No 

5.08 Is there evidence that this policy has been adopted and faculty members are aware of it? 
~Yes 0No 

5.09 Does the campus have any programs that require specialized or programmatic accreditation to obtain entry­
level employment or licensure by the state in which the campus is approved? 
D Yes [gj No (Skip to question 5. IO for renewal of accreditation. Skip to 5. I 4 for initial grants.) 
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FOR ALL CAMPUSES 

5.14 Was the team able to verify the backup documentation to support the placement rate for the program(s) 
that had placements as reported on the last Campus Accountability Report submitted to the Council but are 
not being reviewed (no enro llment , discontinued , etc.)? 
□ Yes □ No ~ Not Appl icable 

5.16 Are the educational programs consistent with the campus's mission and the needs of its students? 
~Yes 0No 

5 .17 Do the formation of polic ies and the design of educational programs involve students, graduates , 
administrators, faculty , and other interested parties such as advisory committees? 
~Yes 0No 

5.18 What provisions are made for individual differences among students in the learn ing environment? 
The program directors , registrar , and faculty provide academic counseling to students demonstrating poor 
performance in their coursework. Instructors are available to tutor students who need additional assistance 
outside of normal classroom hours. An English as a Second Language continuing education course is 
available and highly recommended for student s who will need to pass a licensing exam in English. 
Students have the option to take theoretical courses online to accommodate their lifestyle , with the 
understanding that they must physically attend the clinical portion of their studies at the clinical site. An 
equal opportunity policy disallows discrimination , but criminal background and disability applicants are 
reviewed by an approval committee to determine whether they can be appropriately enrolled and/or 
accommodated. Administrators relate that they will make every effort to provide accommodations based 
on the building's structure and available resources , but there have been no recent requests for 
accommodation. 

5.19 Describe the system in place to evaluate , revise , and make changes to the curriculum. 
The campus cou ld not evidence that there is a system in place to evaluate, revise , and make changes to the 
curriculum. 

5.20 Does the faculty participate in this proce ss? 
0Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-514): The team could not verify that faculty participate in a systematic process of continuous 
curricu lum evaluation and revision. There were only two part-time instructors actively teaching at the time 
of the visit, and both were newly hired in late March 2016. Another part-time instructor, not currently 
teaching, could not describe input into curricu lum evaluation and revision. In add ition , although a policy 
on academic freedom is published and received by faculty , there is no direct mention of responsibilities 
related to curriculum in the faculty job description. Therefore , this criterion could not be verified through 
interviews with instructors , nor cou ld it be verified by review of faculty meeting minutes made available to 
the team. 
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5.21 Is credit appropriately converted in relation to total student contact hours in each class? 
~Yes 0No 

5.22 Doe s the campus award academic credit to students who demonstrate subject competency based on 
academic , occupational , or personal experiences? 
~ Yes D No (If No, skip to Question 5.23.) 

If Yes, summarize the methods used for evaluating subject competency and awarding such credit. 
Acceptance of credits from another postsecondary institution is granted on a case-by-case basis depending 
on course content, number of hours, how long ago the course was taken, and comparability to standards as 
determined by the admissions committee. Students can be granted up to 45 semester credits toward their 
ASN or BSN degree programs . Up to 60 credits will be accepted for the RN to BSN program, based on an 
active RN license . Transfer of credits for the nursing program is not granted for a core course older than 
five years. For any other programs , transfer will not be granted for courses older than 10 years. The campus 
allows students to earn up to 12 credits when combined with the College Level Examination Program 
(CLEP) approved by the College Board. Students taking these challenge exams will receive a pass/fail 
grade . Credits earned by students who receive a 75 percent or higher passing score will be counted toward 
a student's total number of allowable transfer credits. The campus does not award credit for personal or 
occupational experiences. 

Doe s the campus have an established systemat ic method for evaluating and awarding such academic 
credit to which the campus adheres? 
~Yes 0No 

If Yes, is there appropriate documentation of the assessments of knowledge, skills , or competencies 
required? 
~ Yes D No D Not Applicable (no student has made such a request) 

5.23 Are courses and breaks scheduled appropriately, given the students' academic background and the 
coursework involved? 
~Yes 0No 

5.24 Are the following appropriate to adequately support the number and nature of the general education 
courses? 
(a) Facilities. 
~Yes 0No 
(b) Instructional equipment. 
~Yes 0No 
( c) Resources. 
~Yes 0No 
( d) Personnel. 
~Yes 0No 

5.25 Does the campus provide an environment for its faculty that is conducive to effective classroom 
instruction? 
~Yes 0No 
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5.26 Are the quantity and type of instructional materials and equipment proportionate to the size of the campus 
and types of programs? 
~Yes 0No 

5.27 Based on the team 's observation of the instructional materials used, interviews with students and faculty, 
and a review of software licenses , is the campus in compliance with applicab le licensing and copyright 
laws? 
~Yes 0No 

5.28 Are official transcripts for all qualifying credentials and for those credentials listed in the catalog on file for 
all instructors? 
~Yes 0No 

5.29 Have faculty transcripts from institutions not accredited by agencies recognized by the United States 
Department of Education been translated into English and evaluated by a member of the Association of 
International Credential Evaluators (AICE) or the National Association of Credential Evaluation Services 
(NACES) to determine the equivalency of the credentials to credentials awarded by institutions in the 
United States? 
~ Yes D No D Not Applicable (no faculty members hold foreign credentials) 

5.30 Is there documented evidence of a systematic program of in-service training at the campus? 
~Yes 0No 

If Yes, how is this documented? 
This is a relatively new effort within the campus, as it was initiated this year by offering a schedule 
consisting of eight faculty professional development sessions throughout 2016. Documentation of 
participation is validated by signatures of participants and certificates placed in faculty files for two 
workshops in January and two in April. In addition, title, date, attendance , and length of online workshops 
are recorded electronically and stored in the campus data system. 

5 .31 Is there evidence that appropriate faculty development plans have been developed and implemented 
annually, including documentation to support completed activities listed on the plans? 
~Yes 0No 

5.32 Is there evidence that full-time and part-time instructors participate in regularly scheduled faculty 
meetings? 
~Yes 0No 

5.33 Is there an adequate core of full- and/or part-time faculty to assure sound direction and continuity of 
development for the educational programs? 
~Yes 0No 

5.34 Does the institution utilize contracts and/or agreements with other institutions or entities? 
~Yes 0No 
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If Yes, do the contracts and/or agreements comply with all requirements of the applicable criterion, 
including disclosure in the catalog? 
D Yes ISi No 

If No, insert the applicable section number(s) in parentheses and explain: 
(Section 2-2-504) : The campus does not disclose an articulation agreement in the catalog. An articulation 
agreement with American Corporate University (Colombia) exists and was translated from Spanish to 
English while the team was on-site. The agreeme nt complies with requirements of the criterion, except that 
it is not disclosed in the catalog. 

FOR OCC UPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, AND BACHELOR 'S 
DEGREES ONL Y 

5.37 Are instructors teaching general education courses assigned in keeping with the minimum requirements 
as stated in the Accreditation Criteria? 
!SI Yes 0No 

FOR ACADEMIC ASSOCIA TE'S DEGREES ONLY 

5.38 Does the program include a minimum of 15 semester hours, 22.5 quarter hours, or their equivalent in 
genera l education courses? 
ISi Yes 0No 

5.39 Do the programs ' genera l education courses meet Council standards in that the courses meet the Glossary 
definition of general education and place emphasis on principles and theory, not on practical applications 
associated with a particular occupation? 
ISi Yes 0No 

5.40 Are at least one-half of all courses that are part of each associate's degree program taught by faculty 
members who have graduate degrees, professional degrees, or bachelor's degrees plus professiona l 
cert ification? 
ISi Yes 0No 

FOR BACHELOR 'S DEGREES ONLY 

5.41 Does the program include a min imum of36 semester hours , 54 quarter hours , or thei r equivalent in 
genera l education courses? 
D Yes ISi No 

If No, insert the section number in parentheses and explai n: 
(Section 3-5-202) : The curriculum outlined in the revised May 13, 20 16, catalog for the bachelor's 
program in nursing requires 36 semester credits in general education. There is a listing of pre-requisite 
course requirements that entering students must transfer in before admission to the program. However , the 
explanation for the numberin g system is misleading as students progress from lower to mid to higher level 
courses. A single transition from 100 to 400 level courses is neither typical nor comparable to the alpha­
numeric systems in other colleges. The catalog explains, "All codes are composed of the initial three letters 
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of the course name when it is a single title; when the title has two words then it is composed of the first two 
letters of the first word and the initial letter of the second word." Examples include: ENC 100, English 
Composition; HGD 110, Human Growth and Development; HaPPLI 113, Human Anatomy and 
Physiology; and CUD 404, Cultural Diversity . 

5.42 Do the programs ' genera l education courses meet Council standards in that the courses meet the Glossary 
definition of general education and place emphasis on principles and theory, not on practical applications 
associated with a particular occupation? 
[8] Yes 0No 

5.43 Are at least one-half of all lower-division subjects and all upper-division courses that are part of the 
bachelor's degree program taught by faculty members who have graduate degrees, professional degrees , 
or bachelor's degrees plus professional certification? 
[8] Yes 0No 

FOR ALL PROGRAMS 

5.44 Describe the student services offered by the campus such as, but not limited to, structured tutoring, 
academic or personal counseling, student orientation, etc. 
Student services offered by the campus include the following: 

• admissions information and assistance , 
• assistance with course scheduling , 
• academic and personal counseling , 
• tutorin g, transfer guidance , 
• transcript requests , 
• career and employment services with resume and interview assistance , 
• opportunity for challenge examinations for course waivers , and 
• new student orientation. 

5.45 Who is the person on staff responsible for the oversight of counseling students on employment 
opportunities, and what are this person's qualifications? 

registrar, student support specialist , and director of the business program, is 
responsible for the oversight of counseling students on employment opportunities . He also is program 
director of the master ' s degree in international business administration program on the campus. He holds 
an MBA with a concentration in entreprenership from Nova Southeastern University. ~a s 
previous work experience in admissions with two years of experience as an admissions coordinator. 

5.46 Does the campus offer employment assistance to all students? 
[8] Yes D No D Not Applicable (campus enrolls only internationa l students on a student 
visa) 

5.47 Are follow-up studies on graduate and employer satisfaction conducted at specific measuring points 
following the placement of the campus 's graduates? 
[8] Yes D No D Not Applicable (there have been no graduates) 
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5 .48 Does the campus use placement percentages or salary projections as part of its recruiting activities? 
~Yes 0 No 

5.49 Describe the extracurricular educational activities of the campus (if applicable) . 
Activities that help serve the educational needs of students include local health fairs to practice their 
learned skills , community event volunteering , and educational conferences with guest presenters. 
Student activities are most often coordinated by the admissions and placement staff and the campus 
director. 

COMMENDATIONS: 
A group of newly enrolled nursing students were highly complementary about their recent experiences 
transferring in from another school that closed suddenly without any assistance to them in pursuing their degrees. 
These students were at varying stages of completing their requirements and describe the professionalism and 
caring from CENSA administrators during the admissions process that included testing their knowledge already 
acquired in the varied clinical areas and scheduling of classes to allow them to complete their associate degrees. 
Several revealed that they had visited seven schools in southern Florida before choosing CENSA, and how happy 
they are with their current instructors and coursework. 

6. EDUCATIONAL FACILITIES 

6.01 Describe the physical facility of the campus (include details such as campus location, square footage, 
distribution of space, parking situation, and any other pertinent information) . 
CENSA International College is located at 4481 NW 167'11 Street in Miami Gardens, Florida. The school 
is housed in a 10,500 square foot building on a 35,000 square foot lot. It can be accessed through local 
streets or right off a main highway. There are 35 parking spaces adjacent to the building , which is 
adequate for current enrollment. In addition , an agreement between the campus director and the pastor of 
a church next door allows the campus to use their I 00 parking spaces for any needed overflow parking 
since it is normally used by the church only on Sundays. 

The campus's walls are freshly painted in pastel colors. There are five lecture classrooms seating up to 
25 students and a larger nursing lab. Each room is equipped with a whiteboard. Two classrooms are 
equipped with a screen and computer allowing access to the wi-fi , library materials , and audiovisual 
resources. The campus has purchased technology equipment for two additional classrooms , but this 
equipment has not yet been installed. The lab is equipped to comply with both the Commission for 
Independent Education and Florida Board of Nursing. A courtyard, with two vending machines , is in the 
middle of the building and used by staff , faculty, and students during break periods. Both men's and 
women's handicapped-accessible restrooms are nearby. 

The library is also located in the center of the building. It holds books and materials in its main room, 
and a second room is equipped as a computer lab with eight computer stations , a printer, and additional 
seating. An auditorium accommodating up to 200 persons serves as a multi-purpose room and is used for 
conferences , seminars , and graduations. Administrative offices and a reception area are located inside 
the front door, with access to offices for the president (with conference room), bursar , admissions , 
registrar , program director , and academic affairs coordinator . Also housed in this area is a staff 
lounge/copy room, a staff restroom, and a secure records storage room. 
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6.02 Does the campus utilize any temporary additional space locations? 
D Yes [g!No 

6.03 Does the campus utilize learning sites? 
D Yes [g!No 

6.04 Are all facilities (including additional space and learning sites) appropriate for the size of the student 
population and the programs offered? 
[gl Yes 0No 

6.05 Are the following appropriate to support the student population and the programs offered at all locations 
(including additional space and learning sites)? 
(a) Equip ment 
[gl Yes 0No 
(b) Instructional tools 
[g!Yes 0No 
(c) Machinery 
[gl Yes 0No 

6.06 Is there evidence on file to show that all campus facilities are in compliance with fire, safety, and sanitation 
regulations? 
[gl Yes D No D Not Applicable 

7. PUBLICATIONS 

7.01 What catalog was used during the evaluation (please include the year, number , and volume, if 
appropriate)? 
The team reviewed the Volume 1, 2015-2016 CENSA International College catalog. 

7.02 Does the self-study or branch application part II accurate ly portray the campus? 
[gl Yes 0No 

7.03 Does the campus publish a catalog that is appropriately printed and bound and available to all enrolled 
students? 
[g!Yes 0No 

7.04 Does the catalog contain the following items? 
(a) A table of contents and/or an index. 
[g!Yes 0No 
(b) An indication of the year or years for which the catalog is effective on the front page or cover page 
[gl Yes 0No 
(c) The names and titles of the administrators. 
[gl Yes 0No 
(d) A statement oflegal control which includes the names of trustees , directors , and officers of the 

corporation. 
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CxJ Yes D l\o 
( c) A statement of accreditation 
D Yes D l\o C8J l\ot Applicable (initial applicant) 
(f) A mission statement. 
CxlYes 01'o 
(g) A listing of full-time faculty members \vhich lists all qualifying credentials held along \Vith the 

a\varding institution and the area of teaching specialization. 
CxlYes 01'o 
(h) An academic calendar. 
CxJ Yes D l\o 
(i) A full disclosure of the admission requirements. 
CxlYes 01'o 
U) A statement for each curriculum ofTered that includes a statement of objective or purpose; an accurate 

and complete listing of all courses in the curriculum \Vith a unique identifying number and title, the 
credit or clock hours a\varded; the total credit or clock hours required to complete the curriculum, any 
necessary requirements for certification, licensing, or registration needed to work in the field; and any 
additional requirements that must be met to complete the curriculum. 

CxJ Yes D l\o 
(k) A description of each course offered that includes the identifying number, title, credit or clock hours 

awarded, a concise description of the course contents, and any necessary prerequisites. 
0Yes Cxl1'o 
(l) An explanation of the grading system that is consistent \Vith the one that appears on the student 

transcript. 
CxlYes 01'o 
(m) A definition of the unit of credit. 
C8J Yes D l\o D l\ot Applicable (The campus docs not a\vard credit.) 
(n) A complete explanation of the standards of satisfactory academic progress. 
CxlYes 01'o 
(o) A description of the certificates, diplomas, and/or degrees awarded along with a statement of the 

requirements necessary for completion of each 
CxJ Yes D l\o 
(p) The transfer of credit policy 
CxlYes 01'o 
(q) A statement of the tuition, fees, and any other charges 
CxJ Yes D l\o 
(r) A complete and accurate listing of all scholarships, grants, and/or loans offered. 
C8J Yes D l\o D l\ot Applicable (no scholarships, grants, or loans offered) 
(s) The refund policy. 
CxJ Yes D l\o 
(t) A statement describing the student services offered. 
CxlYes 01'o 
(u) A student grievance policy that includes the name and address of ACICS (may be in the student 

handbook instead of catalog) 
D Yes D l\o C8J l\ot Applicable (initial applicants only) 

If No for any item, insert the section number in parentheses and explain 
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(Section 3-1-701 & Appendix C): There are no prerequisites listed in the course descriptions for the 
following programs: academic associate's degree in nursing, bachelor's of science degree in nursing, RN to 
BSN, and hospitality and tourism management. There are severa l courses that the campus identifies as 
requiring prerequisites; however, the individual course descriptions do not include these prerequisites. 

7.05 Does the campus offer degree programs? 
~Yes 0No 

If Yes, does the catalog contain the following? 
(a) An explanation of the course numbering system(for all levels). 
~Yes 0No 
(b) Identification of courses that satisfy general education requirements(for occupational associate ' s, 

academic associate's, and bachelor ' s degrees only). 
~ Yes O No O Not Applicable 
(c) Identification of courses that satisfy the concentration requirements(for academ ic associate's and 

bachelor's degrees only). 
~ Yes D No D Not Applicable 
(d) Identification of courses that satisfy the upper-division (for bachelor 's degrees only). 
~ Yes □ No □ Not Applicable 

7.06 Does the campus offer courses and/or programs via distance education? 
~Yes 0No 

If Yes, does the catalog contain the following? 
(a) A description of each mode of delivery used for distance education courses. 
~Yes 0No 
(b) Any additional or different admissions requirements for students taking distance education courses. 
D Yes D No ~ Not Applicable (there are no additional or different admissions 
requirements) 
(c) A description of any tests used to determine access to distance education. 
~ Yes D No D Not Applicable (no additional tests are given) 
(d) A description of the resources and equipment the students must have to avail themselves of distance 

education instruction. 
~Yes 0No 
(e) Costs and fees associated specifically with distance education. 
D Yes D No ~ Not Applicable (there are no additional costs and fees) 

7.07 Does the catalog contain an addendum/supplement? 
D Yes ~ No(Jf No, skip to Question 7. 08.) 

7.08 Is the catalog available online? 
~Yes 0No 

If Yes, does it match the hard copy version? 
~Yes 0No 
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7.09 Does the campus utilize a multiple-school catalog? 
ISi Yes 0No 

If Yes, answer the following: 
(a) Are all campuses using the same catalog of common ownership? 
ISi Yes 0No 
(b) Are all photographs utilized properly labeled to identify the location depicted? 
IS]Yes 0No 
(c) Are faculty and staff listings properly identified with respect to the campus to which they belong? 
ISi Yes 0No 

7.10 Is all advertising and promotional literature, through any type of media (social media, website , newspapers, 
etc.), truthful and dignified? 
D Yes IS]No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-703 & Appendix C): The campus is utilizing promotional materials that identify an Orlando , 
Florida campus; however, the team found that the campus is not currently operational and will commence 
enrollment in July 2016. The promotional materials do not make note of this information . 

7.11 Is the correct name of the campus listed in all advertising , web postings , and promotional literature? 
ISi Yes 0No 

7.12 Where does the campus advertise (publications, online, etc.)? 
The campus advertises through a variety of media, including flyers; program slicks; the Internet; and radio, 
television, newspaper , and local magazine advertisements. In addition, the campus provides prospective 
students with packets that include promotional material s. 

Are all print and electronic advertisements under acceptable headings? 
ISi Yes 0No 

7.13 Does the campus use endorsements , commendations , or recommendations in its advertising? 
D Yes ISi No(Jf No, skip to Question 7.14.) 

7.14 Does the campus utilize services funded by third parties? 
D Yes ISi No(lf No, skip to Question 7.15.) 

7.15 Does the campus avoid offering monetary incentives to attract students and avoid making guarantees for 
job placement or salary for graduates? 
IS]Yes 0No 

7.16 Is the phrase "for those who qualify" properly used in all advertis ing that references financial aid? 
D Yes D No ISi Not Applicable (campus does not participate in financial aid) 

7.17 What institutional performance information does the campus routinely provide to the public? 
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The campus website includes retention , placement , and NCLEX pass rates for the time frame of July 2014 
to June 2015. 

Where is this information published and how frequently is this information being updated? 
This information appears to be updated annually and can be found on the campus website. 

FOR MASTER'S AND DOCTORAL DEGREES ONLY 

7.18 Does the catalog have a separate section describing the following: 
(a) Program requirements 
rgj Yes 0No 
(b) Admission procedures 
0Yes rg]No 
(c) Transfer policies 
D Yes rg]No 
(d) Graduation requirements 
D Yes rg]No 
(e) Regulations 
D Yes rg]No 
(f) Course descriptions 
D Yes rg]No 

If No, insert the section number in parentheses and explain: 
(Section 3-6-800 & Appendix C): The catalog does not include a separate section that identifies 
admissions procedures , transfer policies, graduation requirements, Satisfactory Academic Progress , and 
regulations for master's degree programs. The campus currently offers a master's degree in international 
business administration. The catalog identifies the program's objectives, description , and length, along with 
the requirements for course completion. However , there is no separate section that identifies the remaining 
requirements. 

8. LIBRARY, INSTRUCTIONAL RESOURCES, AND TECHNOLOGY 
FOR ALL PROGRAMS 

8.01 Doe s the campus develop an adequate base oflibrary resources? 
rgj Yes 0No 

8.02 Does the campus ensure access oflibrary resources to all faculty and students, including students at 
nonmain campuses? 
rgj Yes 0No 

8.03 Does the campus provide training and support to faculty and students in utili zing library resources as an 
integral part of the learnin g process ? 
rgj Yes 0No 
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8.04 Are adequate staff provided to support the development , organization of the collection , and access of 
library resources? 
ISi Yes 0 No 

8.05 Describe how the campus develops continuous assessment strategies for resources and information 
services? 
The l\.1LS-prepared librarian resigned in the past two weeks , but he had trained a library assistant with 
extensive library experience to manage the day-to-day activities of the library. The library assistant 
continues to monitor the library print and electronic collections for currency and relevancy, adding items 
as needed. 

Are these methods appropriate? 
ISi Yes 0No 

8.06 Is the library staff adequately trained to support the library? 
ISi Yes 0No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

8.07 Is the campus ' s established annual budget appropriate to the size and scope of the campus and the 
programs offered , and is the allocation appropriately expended for the purchase of books , periodicals , 
library equipment , and other resource and reference materials? 
ISi Yes 0No 

8.08 What is the amount of the current year's library budget excluding personnel allocations? 
The current year's library budget is $10,020. 

8.09 What portion of the current year's library budget has been spent? 
To date, $3,540 has been spent. 

How has the money been allocated? 
The money has been allocated among books, textbooks , supplies, and the electronic databases. 

8. 10 Is there evidence that the faculty have major involvement in the selection of library resources? 
D Yes IS]No 

If No, insert the section number in parentheses and explain: 
(Section 3-6-706): There is no evidence that the faculty have major involvement in the selection of 
library resources. The team reviewed faculty meeting minutes and interviewed faculty, who indicated 
they are not involved in the selection of library resources. However , faculty did indicate that they could 
request additional or new editions of textbooks from the library. 

8.11 Are the library hours adequate to accommodate the needs of all students? 
ISi Yes 0No 
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FOR ACADEMIC ASSOCIA TE'S , BACHELOR'S, AND MASTER'S DEGREES ONLY 

8.12 Describe how the faculty inspire, motivate, and direct student usage of the library resources? 
There is no evidence that the faculty inspire, motivate, and direct student usage of the library resources. 

Are these methods appropriate? 
D Yes [X]No 

If No, insert the section number in parentheses and explain : 
(Section 3-6-704): There is no evidence that the faculty inspire , motivate , and direct student usage of the 
library resource s. The team interviewed faculty and reviewed faculty meeting minutes but could not 
confirm the faculty's involvement in student usage of the library resources. In addition, the library 
assistant indicated that students are not currently sent to the library for assistance with any assignments. 

8.13 Is the Dewey Decimal , Library of Congress , or other appropriate system of classification used to organize 
the library materials? 
[8J Yes 0No 

8.14 Are records of physical and/or online resource s and circulation accurate and up to date? 
[8J Yes 0No 

8.15 If interlibrary agreements are in effect, are the provisions appropriate , do they ensure practical use and 
accessibility to the students, and is evidence of student use documented? 
D Yes D No ~ Not Applicable (no interlibrary agreements) 

8. 16 Summarize any full-text online collections available to students. 
The library subscribes to the Leaming Information Resource Network (LIRN) , which provides access to 
thousands of articles and newspaper s with holding s in nursing, health , and business. 

8.17 Are the library physica l holdings and /or full-text online collections up to date and adequate for the size 
of the campus and the breadth of and enrollment in its educational programs? 
~Yes 0No 

8.18 Does the library collection include holdings in the humanit ies, arts, social sciences , and sciences , 
including mathematics? 
~Yes 0No 

FOR ACADEMIC ASSOCIA TE'S AND BACHELOR 'S DEGREES ONLY 

8.19 Who is the professionally trained individual who supervises and manages the library on-site , and what are 
this person's qualifications? 
There is no professionally trained individual who supervises and manages the library on-site. The 
degreed librarian recently resigned his position , and the campus is in the process of a search for a new 
librarian . 
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is the trained library assistant who manages the day-to-day activities of the 
library. -was trained by the degreed librarian , and he has participated in several LJRN 
continuing education workshops. Mr. Escobar holds a diploma in technologist documentation and 
archival science from the Catholic University of Manizales, Manizales, Colombia, but this is not a 
degree in library science. 

Does this individual: 
(a) Supervise and manage the library and instructional resources? 
[g] Yes 0No 
(b) Facilitate the integration of instructional resources into all phases of the campus's curricular and 

educational offerings? 
[g] Yes 0No 
( c) Assist students in the use of instructional resources? 
[g] Yes 0No 

8.20 Are all individuals who supervise the library and assist students with library functions well-trained and 
competent in both using and aiding in the use of the library technologies and resources? 
[g] Yes 0No 

8.21 Have library staff transcr ipts from institutions not accredited by agencies recognized by the United States 
Department of Education been translated into English and evaluated by a member of the National 
Association of Credential Evaluation Services (NACES) or the Association of International Credential 
Evaluators (AICE) to determine the equivalency of the degrees to degrees awarded by campuses in the 
United States? 
[g] Yes D No D Not Applicable (staff do not hold foreign credentials) 

8.22 Is documentation on file to reflect the librarian's participation in professional growth activities? 
[g] Yes 0No 

8.23 What are the library's hours of operation , and who is responsible for overseeing the library during these 
hours? 
The library is open Monday through Friday , from 9 a.m. to 5 p.m. The library assistant , 
- is respon sible for overseeing the library during these hours . 

8.24 Are the hours the library is open adequate to accommodate the needs of all students? 
[g] Yes 0No 

8.25 Does the library make available appropriate reference, research, and information resources to provide basic 
support for curricula r and educational offerings and to enhance student teaming? 
[g] Yes 0No 

FOR MASTER'S AND DOCTORAL DEGREES ONLY 

8.36 Who is the professionally trained individual who supervises and manages the library on-site, and what are 
this person' s qualifications ? 
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There is no professionally trained individual who supervises and manages the library on site. The 
degreed librarian recently resigned his position, and the campus is in the process of a search for a new 
librarian . 

is the trained library assistant who manges the day-to-day activities of the 
library. was trained by the degreed librarian , and he has participated in several LIRN 
continuing education workshops. holds a diploma in technologist documentation and 
archival science from the Catholic University of Manizales , Manizales, Columbia, but this is not a 
degree in library science. 

Does this individual: 
(a) Supervise and manage the library and instructional resources? 
IZJ Yes 0No 
(b) Facilitate the integration of instructional resources into all phases of the campus 's curricular and 

educational offerings? 
IZJ Yes 0No 
( c) Assist students in the use of instructional resources? 
IZJ Yes 0No 

8.37 Are all individuals who supervise the library and assist students with library functions well-trained and 
competent in both using and aiding in the use of the library technologies and resources? 
IZJ Yes 0No 

8.38 Have library staff transcripts from institutions not accred ited by agencies recognized by the United States 
Department of Education been translated into English and evaluated by a member of the National 
Association of Credential Evaluation Services (NACES) or the Association of International Credential 
Evaluators (AICE) to determine the equivalency of the degrees to degrees awarded by campuses in the 
United States? 
IZJ Yes D No D Not Applicable (staff do not hold foreign credentials) 

8.39 Does the individual who supervises and manages the library hold an M.L.S. degree or the equivalent, with 
special qualifications to aid students in research? 
D Yes IZ!No 

If No, insert the section number in parentheses and explain: 
(Section 3-6-701) : The individual who supervises and manages the library does not hold a MLS degree 
or equivalent with special qualification s to aid students in research. 

8.40 Is documentation on file to evidence that the librarian regularly participates m professional growth 
activities? 
IZJ Yes 0No 

8.41 What are the library' s hours of operation , and who is responsible for overseeing the library during these 
hours? 
The library is open Monday through Friday from 9 a.m. to 5 p.m. The library assistant , 
- is responsible for overseeing the library during these hours. 
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8.42 During library hours, is there a professionally trained individual on duty who supervises the library and 
assists students with library functions, and who is competent both to use and to aid in the use of the library 
technologies and resources? 
~Yes 0No 

8.43 Do the library holdings exceed the requirements of the average student in order to encourage the 
intellectual development of superior students and to enrich the professional development of the faculty? 
~Yes 0No 

8.44 Does the collection include major professional journals and reference services, research and methodo logy 
materials, and as appropriate, information technologies and facilities? 
~Yes 0No 

8.45 Are the library holdings, including full-text online collections, up to date and adequate for the size of the 
campus and the breadth of and enrollment in its educational programs? 
~Yes 0No 

8.46 What library resources does the campus provide to support a better understanding of scholarly research at 
the graduate level? 

If No, insert the section number in parentheses and explain: 
(Section 3-6-705) : The campus does not provide resources to support a better understanding of scholarly 
researc h at the graduate level. Currently research at the graduate level is not included in the institution's 
MBA program. (See Section 9-Master's degree in Business Administration.) As a result, the library 
collection does not includ e resources that would support scholarly research at this advanced level of 
study. The only evidence of research support the team could find was a PDF file with information 
concerning the American Psychological Assoc iation (APA) citation format which is often used in 
scientific research papers. 

9. PROGRAM EVALUATION 
Academic Associate's Degree in Nursing 
Bachelor's Degree in Nursing 
Bachelor's Degree - RN to BSN 

FOR ALL PROGRAMS 

9.01 Is licensure, certification, or registration required to practice in the specific career field? 
~Yes 0No 

If Yes, describe how the program provides students with the necessary skills to obtain Ii censure, 
certification, or other registration necessary to practice in the specific occupat ional or professional area. 
Both the associate's degree and the bachelor's degree programs provide theory and lab practice in courses 
such as fundamentals of nursing, basic nursing skills, nutrition, anatomy and physiology, medical-surgical 
nursing, mental health nursing, maternity nursing, pediatric nursing and geriatric nursing. 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 35 of 56 

Courses in leadership, management principles , integration of professional standards and ethical principles , 
and teaching/learning princples enhance the bachelor's degree programs. 

Students have clinical practice in a variety of health care settings which enhance the learning process and 
provide hands-on care. Graduates of the associate's degree and bachelor's degree programs are eligible to 
apply to take the National Council Licensing Exam for Registered Nurs ing (NCLEX-RN). The RN to BSN 
program students enter that program as registered nurses. 

(a) Is there a federal or state licensing agency pass rate established for this program? 
~Yes 0No 

If Yes, what is the minimum pass rate set by the federal or state licensing requirements? 
The minimum pass rate set by the state of Florida is 10 perecentage points below the national average. 

(b) What are this program's pass rates for the past three years? 
Year : 2015 Pass Rate : 28 .57 percent 
Of 42 applicants , 12 passed and 30 failed. The federal pass rate is 84.51 percent.The pass rate for the 

bachelor's degree programs are not applicable. 
D Not Available 
Year: 2014 Pass Rate : 11.11 percent 
Of 54 applicants, 6 passed and 48 failed. The federal pass rate is 81. 79 percent. The pass rate for the 

bachelor's degree programs are not applicable. 
D Not Available 
Year: 2013 Pass Rate : 
~ Not Available 

(c) Does the current year's program pass rate exceed or meet the higher of the two pass rates, as set by 
either state or federal requirements or the Council standard of 70 percent? 
D Yes ~ No D Not Applicable 

If No, does the campus provide the following : 
Campus Effectiveness Plan (CEP) that includes an improvement plan for this program with data, 
analysis, and activities to meet or exceed Counci l requirements ? 
0Yes ~No 

If N..2., insert sections 2-1-8(22, 3-1-512 and 3-1-111 in parenthesis and explain : 
(Section 2-1-809 & 3-1-111):The CEP does not include an improvement plan for the below standard 
passage rate for the associate's degree program. 

9.02 Who is assiQTied to administer the academic program(s), and what are this person ' s qualifications? 
the dean of educat ion and director of nursing, is responsible for the 

administration of SAP. As previously stated, he has a master's degree in nursing with a concentration in 
education from Walden University and bachelor's degrees in nursing and psychology from Florida 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 36 of 56 

International Un iversity. He holds an RN license from the Florida Department of Health. Mr. 
-ha s 20 years of experience in nursing, and he has been with the campus since October 2014. 

9.03 Does this individual possess appropriate academic or experientia l qualifications? 
~Yes ONo 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for the 
development and administration of the educational program(s)? 
~Yes ONo 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
~Yes ONo 

9.06 Does the program meet the needs of its students and the requirements of the Council , as shown by student 
achievement outcomes which meet or exceed the standards for the following areas: 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs ~ 1 year in 
length)? 
D Yes ~ No D N ot Applicable (Data not available.) 
If no, please list programs that fall be low the standards. 
The bachelor's degree program in nursing has a retention rate of O percent. 
The RN-BSN program has a retention rate of 50 percent. 

(b) Student placement rate of 70 percent? 
~ Yes D No D Not Applicable (Data not available.) 
If no , please list programs that fall below the standards. 

The associate's degree program in nursing has a placement rate of 100 percent. 
There were no graduates to be reported in either of the bachelor's degree in nursing programs. The team 
determined the placement rate was in fact 80 percent for the associate's degree program instead of the 100 
percent reported , as the team discovered one graduate to be misclassified on the 2015 CAR. 

If No, does the campus provide the following: 
A Campus Effectiveness Plan (CEP) that includes an improvement plan for this program with data , 
analysis , and activities to meet or exceed Council requirements? 
OYes ~No 

If No, insert section numbers 2-1-809 , 3-1-111, 3-1-512, and in parentheses and explain: 
(Section 2-1-809 & 3-1-111): The CEP does not include an improvement plan for the below standard rate 
for retention for the bachelor's program and the RN-BSN program. 

9.07 List the community resources and describe how they are utilized to enrich the program(s). 
The campus advisory board met in January 20 15 and January 20 16 to discuss the programs of the college. 
Clinical experiences are included in each of the appropriate nursing courses which enhance the learning by 
providing actual patient care . 
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9.08 Is the utilization of community resources sufficient to enrich the program? 
~Yes 0No 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
~Yes 0No 

9.10 Does the program include an externship? 
~Yes 0No 

(a) Does the institution have a written and mutually signed agreement that outlines the arrangement 
between the institut ion and the externship site, including specific learning objectives, course 
requirements, and evaluation criteria? 
~ Yes D No D Not Applicable (no student is at the point of needing them) 
(b) Is the experience supervised by an appropriately qualified faculty member? 
~Yes 0No 
(c) Is there evidence , based on observation, that the externship is an appropriate culmination of 
previously studied theory and is appropriate for the program 's objectives? 
D Yes D No ~ Not Applicable (site was not visited-please explain) 
No students were at the clinical sites at the time of the visit. 

9.11 Does the program use independent studies? 
D Yes ~ No (JjNo , skip to question 9.13) 

9.13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
~Yes 0No 

9.14 Are course prerequisites appropriate , are they identified in the catalog , and are they being followed? 
0Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-513(b) & Appendix C): Course prerequisites are not identified in the individual course 
descriptions in the catalog. 

9.15 Is an appropriately detailed syllabus on file for each course that includes the following elements? 
(a) Title and course descriptions 
~Yes 0No 
(b) Course numbers 
~Yes 0No 
(c) Course prerequisites and/or corequisites 
~Yes 0No 
(d) Instructional contact hours/credits 
~ Yes 0No 
(e) Learning objectives 
~Yes 0No 
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(f) Instructional materials and references 
IS] Yes ONo 
(g) Topical outline of the course 
IS] Yes ONo 
(h) Instructional methods 
IS] Yes ONo 
(i) Assessment criteria 
IS] Yes ONo 
(j) Method of evaluating students 
IS] Yes ONo 
(k) Date the syllabus was last reviewed 
IS] Yes ONo 
For Title IV participant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour programs only: 
(I) Out-of-class work assignments that support the learning objectives for the course 
D Yes D No IS] Not Applicable (No Title IV) 

9.16 Do students confirm that they receive a course syllabus and that it is followed? 
IS] Yes ONo 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
IS] Yes ONo 

9.18 What was the total number of graduates in all programs reported during the most recent Campus 
Accountability Report submitted to the Council? 
There were five total graduates in all programs reported on the 2015 CAR 

9.19 Was the team able to verify the backup documentation to support the placement rate for the program(s) as 
reported on the last Campus Accountability Report submitted to the Counci l? 
D Yes IS] No D Not Applicable (there have been no graduates) 

If No, insert the section number in parentheses and explain: 
(Section 3-1-303(a)): The team was not able to verify the backup documentation used to support the 
placement rate for the 2015 initial CAR. Graduate ~ as categorized as placed on the 
2015 initial CAR, but the team verified that she owns Quintana Cleaning Company and has not worked in 
the nursing field. 

How many calls to graduates or employers were attempted? 
The following numbers of calls were made to employers or graduates for the following programs: 
Academic Associate's degree in Nursing - 5 
Bachelor's degree in Nursing - NI A 
Bachelor's degree in RN to BSN - N/ A 

How many calls to graduates or employers were successful? 
There were three successfu l calls. 
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How many of the successful contacts confirmed the employment of the graduate as reported on the CAR? 
Please explain any discrepancy between the number of successful contacts and confirmations. 
The three calls confirmed the employment of the graduates as reported on the CAR. 

9.20 Was documentation on file to verify graduates classified on the CAR as "not available for placement "? 
□ Yes □ No ~ Not Applicable 

9.21 Does the campus participate in Title IV financial aid? 
D Yes ~ No (If No, skip to question 9.24) 

FOR ALL VISITS 

9.24 Are the following appropriate to adequately support the number of students and nature of the program? 
(a) Facilities. 
~Yes 0No 
(b) Instructional equipment. 
~Yes 0No 
( c) Resources. 
~Yes 0No 
( d) Personnel. 
~Yes 0No 

9.25 Are the following elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning. 
~Yes 0No 
(b) Well-defined instructional objectives. 
~Yes 0No 
(c) The selection and use of appropriate and current learning materials. 
~Yes 0No 
(d) Appropriate modes of instructional delivery. 
~Yes 0No 
(e) The use of appropriate assessment strategies. 
~Yes 0No 
(f) The use of appropriate experiences. 
~Yes 0No 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9.28 Do the faculty members' qualification s meet the minimum requirement s outlined in the Accreditation 
Criteria, and are their qualifications academically and experientially appropriate to the subject matter 
they teach and the level of the credential awarded? 
~ Yes 0No 

9.29 Is the size of the faculty appropriate to the total student enrollment? 
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CxJ Yes D 'lo 

FOR OCCllPA TIONAL ASSOC IA TE'S, ACADEYIIC ASSOC IA TE'S, BACHELOR'S, A:\D 
MASTER'S DEGREES ONLY 
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9 30 ls an adequate core of full- and pan-time faculty employed to ensure sound direction and continuity of 
development for the program') 
CxlYes 0'1o 

FOR ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MASTER'S DEGREES ONLY 

931 Are teaching loads reasonable' 1 

CxlYes 0'1o 

FOR ACADEMIC ASSOCIA TE'S DEGREES O:\LY 

9 39 Is the number of hours required to complete the program at least 60 semester hours, 90 quarter hours, or 
their equivalent, earned over a period of four semesters, six quaners, or the equivalent') 
CxJ Yes D 'lo 

9 40 Is there a minimum of30 semester hours, 45 quarter hours, or their equivalent in courses within the area 
of concentration') 
CxJ Yes D 'lo 

9 41 Does the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree') 
CxJ Yes D l\o 

9 42 Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes') 
D Yes D l\o C8J l\ot Applicable (no students in the second year) 

9 43 Are the second-year courses based upon appropriate first-year prerequi si tes' 1 

C8J Yes D l\o D l\ot applicable 

FOR BACHELOR'S DEGREES O:\LY 

9 44 ls the number of hours required to complete the program at least 120 semester hours, 180 quarter hours, 
or their equivalent, earned over a period of eight semesters, 12 quaners, or the equivalent') 
CxlYes 0'1o 

9 45 ls there a minimum of 60 semester hours, 90 quarter hours, or their equivalent in courses \Vi thin the area 
of concentration') 
CxlYes 0'1o 
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9.46 If the institution offers only the last two years of the bachelor's degree program, do the catalog and all 
advertising materials clearly describe the requirements for admission? 
D Yes D No cg] Not Applicable (institution offers all four years of the degree) 

9.47 Doe s the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 
cg] Yes 0No 

9.48 Is enrollment in the third and fourth years of the bachelor ' s program sufficient to support regularly 
scheduled classes and laboratory work? 
D Yes D No cg] Not Applicable (no students in the third and fourth years) 

9.49 Are the third- and fourth-year courses based upon appropriate prerequisites? 
cg] Yes 0No 

9. PROGRAM EVALUATION 
Master's Degree in International Business Administration 

FOR ALL PROGRAMS 

9.01 Is licensure, certification , or registration required to practice in the specific career field? 
D Yes cg] No (If No, skip to question 9.02) 

9.02 Who is assigned to administer the academic program(s) , and what are this person 's qualifications? 
registrar, student support specialist , and director of the international business 

administration master 's degree (MIBA) program, is assigned to administer the program. As previously 
stated, he earned an MBA from Nova Southeastern University and has previous experience as an 
admissions coordinator , registrar , and student services representative . He assumed the role as program 
director in January 2016. 

9.03 Does this individual possess appropriate academic or experientia l qualifications? 
cg] Yes 0No 

9.04 Is there evidence that the program administrator has sufficient authority and responsibil ity for the 
development and administration of the educational program(s)? 
cg] Yes 0No 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
D Yes cgjNo 

If No, insert the section number in parentheses and explain: 
(Section 3-1-511): The campus was not able to demonstrate that has sufficient time to 
administer the MIBA program . He currently acts as the campus registrar, oversees placement , oversees 
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student services, and is assigned to administer the MIBA program. The campus plans to hire an additional 
staff member to assume some of the registrar and student services duties, but this hire has not yet occurred. 

9.06 Does the program meet the needs of its students and the requirements of the Council , as shown by student 
achievement outcomes which meet or exceed the standards for the following areas: 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs :S 1 year in 
length)? 
D Yes D No [Z] Not Applicable (Data not available - New Program.) 

9.07 List the community resources and describe how they are utilized to enrich the program(s). 
Currently the school does not provide students with community resource opportunities that would enrich 
the program. 

9.08 Is the utilization of community resources sufficient to enrich the program? 
D Yes [Z]No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-512(c)): The campus does not currently provide community resource opportunities in the 
MIBA program. The campus provided documentation that the program director and academic affairs 
coordinator attended a Global Trade Chamber's seminar on April 14, 2016; however, there was no 
evidence of student attendance. In addition, no schedule of future activities was provided to the team. 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
[8J Yes ONo 

9.10 Does the program include an extemship? 
D Yes [Z] No (If No, skip to question 9.11) 

9.11 Does the program use independent studies? 
D Yes [8J No (If No, skip to question 9.13) 

9.13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
[8J Yes ONo 

9.14 Are course prerequisites appropriate , are they identified in the catalog , and are they being followed? 
[8J Yes ONo 

9.15 Is an appropriately detailed syllabus on file for each course that includes the following elements? 
(a) Title and course descriptions 
[8J Yes ONo 
(b) Course numbers 
[Z] Yes D No 
(c) Course prerequisites and/or corequisites 
[8J Yes ONo 
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(d) Instructional contact hours/credits 
~Yes 0No 
(e) Leaming objectives 
~Yes 0No 
(f) Instructional materials and references 
~Yes 0No 
(g) Topical outline of the course 
~Yes 0No 
(h) Instructional methods 
~Yes 0No 
(i) Assessment criteria 
~Yes 0No 
(j) Method of evaluating students 
~Yes 0No 
(k) Date the syllabus was last reviewed 
~Yes 0No 
For Title TV participant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour programs only: 
(I) Out-of-class work assignments that support the learning objectives for the course 
D Yes D No ~ Not Applicable (No Title IV) 

9. 16 Do students confirm that they receive a course syllabus and that it is followed? 
~Yes 0No 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
~Yes 0No 

9.18 What was the total number of graduates in all programs reported during the most recent Campus 
Accountability Report submitted to the Council? 
There were five total graduates reported on the 2015 CAR. 

9.19 Was the team able to verify the backup documentation to support the placement rate for the program(s) as 
reported on the last Campus Accountability Report submitted to the Council? 
D Yes D No ~ N ot Applicable (there have been no graduates) 

9.21 Does the campus participate in Title IV financial aid? 
D Yes ~ No (If No, skip to question 9.24) 

FOR ALL VISITS 

9.24 Are the following appropriate to adequately support the number of students and nature of the program ? 
(a) Facilities. 
~ Yes 0No 
(b) Instructional equipment. 
~Yes 0No 
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( c) Resources . 
~Yes 0No 
( d) Personnel. 
~Yes 0No 

9.25 Are the following elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning . 
0Yes ~No 
(b) Well-defined instructional objectives. 
~Yes 0No 
(c) The selection and use of appropriate and current learning materials. 
~Yes 0No 
(d) Appropriate modes of instructional delivery. 
~Yes 0No 
(e) The use of appropriate assessment strategies. 
~Yes 0No 
(f) The use of appropriate experiences. 
~Yes 0No 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-532(a): There is no evidence that systematic planning has been incorporated into the 
instructional components of the MIBA program . Systematic planning has been limited to an annual college 
board committee meeting , and there is no evidence in the meeting minutes of MIBA program planning 
discussions. In addition , there is no oversight committee dedicated to this graduate-level program. 

FOR OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIA TE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

9.30 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
develop ment for the program? 
~Yes 0No 

FOR ACADEMIC ASSOCIA TE'S, BACHELOR 'S, AND MASTER 'S DEGREES ONLY 

9.31 Are teaching loads reasonable ? 
~Yes 0No 

FOR MASTER'S DEGREES ONLY 

9.50 Describe the committee that oversees the development , modification, and maintenance of the graduate 
degree program . 
The campus does not currently have a committee that oversees the development , modification , and 
maintenance of the MIBA program. 

Does the committee include : 
Students? 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 45 of 56 

D Yes [g]No 
Faculty? 
D Yes [g]No 
Administrators? 
D Yes [g]No 
Employers? 
D Yes [g]No 

If there is no committee and/or the committee is missing any of the required members , insert the section 
number in parentheses and explain: 
(Section 3-6-301): The campus does not currently have a committee that oversees the development, 
modification, and maintenance of the MIBA program. 

9.51 Are the program, courses, and services appropriate to the institution's mission and to its specific goals and 
objectives? 
[gj Yes 0No 

9.52 Are the graduate program faculty directly involved in the development and modification of the master ' s 
degree policies , procedures, and curricula? 
[gj Yes 0No 

9.53 Is the number of hours required to complete the program at least 30 semester hours , 45 quarter hours , or 
their equivalent , of course work , plus a thesis at the graduate level; or at least 36 semester hours, 54 
quarter hours, or their equivalent, of course work at the graduate level if a thesis is not required? 
[gj Yes 0No 

9.54 Does the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 
D Yes [g]No 

If No, insert the section number in parentheses and explain: 
(Section 3-6-404): The curriculum does not quantitatively and qualitatively approximate the standards at 
other collegiate institutions offering the same degree. The content, scope, and rigor of the MIBA program 
does not approximate the standards of typical MBA programs offered at other colleges. The course 
assessments include 300 short-word answer responses to weekly discussion board questions, multiple­
choice quizzes and final examinations, and one 400 - 500 word paper in AP A format. The test bank is 
inadequate with only 30 questions. In addition, most test questions and discussion questions require 
students to demonstrate lower level cognitive thinking skills (Bloom's taxonomy levels of recall, 
definition , and application). Graduate courses typically require higher-level cognitive thinking skills 
(Bloom's taxonomy levels of analysis, evaluation, and synthesis). In addition, graduate-level courses 
usually require a substantive, in-depth research paper to include multiple references of varying types and 
styled using AP A format. 
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The instructional learning materials are not appropriate for a master 's level program. The video lectures, 
application exercises, synchronous chat sessions, group work, and AP A research guides are not rigorous 
enough for an MBA program. 

The following program course textbooks are not current publication issues: Global Logistics & Supply 
Chain Management was published in 2011, Global Competitive Strategy was published in 2011, 
Globalization & Emerging Societies was published in 2009, and International Accounting & Multinational 
Enterprises was published in 2006. 

9.55 Is enrollment in the master 's program sufficient to support regularly scheduled classes and laboratory 
work? 
~Yes 0No 

9.56 Are the course prerequisites appropriate , and are they being followed? 
~ Yes 0No 

9.57 Do all faculty members posses s a graduate degree in the field or related field of the courses they are 
teaching or do those without master ' s degrees demonstrate evidence of exceptional practical or 
professional experience in the assigned field or if the assigned field is one in which graduate degrees are 
not widely available? 
~Yes 0No 

9.58 Are the number of faculty with terminal degrees appropriate for the graduate enrollment? 
□ Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-6-502): The number of faculty with terminal degrees is not appropriate for the graduate 
enrollment. The program does not currently emp loy any instructors who possess terminal degrees of 
either a PhD in business administration or a doctorate in business administration (DBA). 

9.59 Do faculty possessin g termina l degrees teach at least one-half of all graduate-level courses? 
□ Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-6-502): At least one-half of all graduate- level courses are not taught by faculty possessing a 
terminal degree. The program does not currently employ any instructors who possess terminal degrees of 
either a PhD in business administration or a doctorate in business administration (DBA). 

9.60 Does the campus encourage graduate faculty members to engage in scholarly research and to publish in 
professional journa ls? 
0Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-6-502): No evidence exists that faculty in the graduate program are encouraged to engage in 
scholarly research and publish in professional journals. Upon interview of the program director , the team 
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learned that faculty do not currently engage in scholarly research and none are published in professional 
journals. 

NONTRADITIONAL EDUCAT[ON 
• H-A Distance Educat ion (Online and hybrid/blended) 

D Up to 50% ~ 50% or more 

A.01 Who is assigned to provide administration of the distance education activities at the institution , and what 
~ations ? 
---- dean of education, is responsible for the administration of all programs , including 
the distance education activ ities. He has a master 's degree in nursing with a concentration in education 
from Walden University and bachelor 's degrees in nursing and psychology from Florida International 
University. holds an RN license from the Florida Department of Health. He has 20 years 
of experience in nursing , and he has been with the campus since October 20 14. 

is supported in his position by information technology (IT) coordinator. 
Mr . Torres has five years of experience in IT operations and support , and he is responsible for setting up 
and maintaining the Mood ie learnin g management system (LMS). 

A.02 Does this individual possess appropriate academic or experiential qualifications? 
~Yes ONo 

A.03 Is there evidence that the program administrator has sufficient authority and responsibility for the 
development and administration of this mode of delivery? 
~Yes ONo 

A.04 Are the time and resources devoted to the administration of distance education sufficient? 
~Yes ONo 

A.05 Does the institution have a plan to impl ement distance education instruction ? 
~ Yes ONo 

A.06 If the institution has a plan, does it include the following: 
(a) Rationale? 
~ Yes ONo 
(b) Resources ? 
~Yes ONo 
(c) Course/program objectives? 
~ Yes ONo 
( d) Course content? 
~Yes ONo 
(e) Student assessment? 
~ Yes ONo 

A.07 Does the institution integrate thi s plan into the Campus Effectiveness Plan ? 
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~Yes □No 

A.08 Is the delivery method appropriate for students and the curriculum? 
~Yes 0No 

If distance education was approved by ACICS to be offered through a consortium agreement, respond to 
question s C.01 - C.05 in the Nontraditional Education H-C Consortium template. 

A.09 Are admission requirements for distance education courses/programs identified by the institution? 
~ Yes D No D Not Applicable (no additional admissions requirements) 

A.10 If an admissions test is required, is it administered in a manner which verifies the student's identity? 
~ Yes D No D Not Applicable (no admissions test required) 

A.11 Does the institution make it clear in writing at the time of enrollment how the student's identity will be 
verified throughout the course and program? 
~ Yes D No D Not Applicable 

A.12 Does the institution make it clear in writing at the time of enrollment how the student's privacy will be 
protected in the identity verification process? 
~ Yes 0No 

A.13 Does the institution make it clear in writing at the time of enrollment if the student will be assessed any 
additional charges or fees associated with the verification of student identity? 
D Yes D No ~ Not Applicable (there are no additional charges or fees associated with the 
verification of student identity) 

A.14 Do students confirm that the institution clearly and appropriate ly states any requirements they must 
possess or have access to in order to assess this mode of delivery during the admiss ions/enrollment 
process? 
~Yes 0No 

A. 15 Does the institution provide an on-line orientation program to familiarize students with the equipment 
and resources used in the distance educat ion activities? 
~Yes 0No 

A. 16 Do syllabi identify course learning objectives and does each course learning objective support one or more 
program learning outcomes? 
~Yes 0No 

A.17 Describe how the courses provide opportunities for interaction between faculty and students. 
Instructors require students to post responses to weekly discussion questions and reply to one another. 
Students also receive assignment feedback from faculty and are able to e-mail faculty regarding 
questions and concerns. 
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Are these opportunities sufficient and appropriate? 
~Yes 0No 

A.18 Describe how the courses provide opportunities for interaction among students. 
Instructors require students to post responses to weekly discussion questions and to reply to one 
another ' s postings. 

Are these opportunities sufficient and appropriate? 
~Yes 0No 

A.19 Does the institution demonstrate that the clock or credit hours required and awarded are appropriate for the 
degrees and credentials offered using a thoroughly developed rationale? 
~Yes 0No 

A.20 Is the curriculum administered in a way that maintains security of access? 
~Yes 0No 

A.21 Describe the student identity verification method used by the campus. 
Students receive a unique user name and password and must use that user name and password in order to 
access courses within the LMS. Students register their Internet protocol (IP) address , and the IT 
coordinator can check that the IP address used by the student is the one registered with the campus. 

Is this method adequate? 
~Yes 0No 

A.22 Does the institution employ academically and experientially credentialed faculty to teach online courses? 
~ Yes 0No 

A.23 Describe the institution ' s learning management system. 
The campus uses Moodie as their LMS. This is a free service, but it includes all of the necessary 
elements and features attributed to typical online course delivery systems. 

A.24 Are the faculty properly trained to utilize the institution 's learning management system for purposes of 
instruction , communication , and assessment? 
~ Yes 0No 

A.25 Does the institution provide an accessible and reliable learning management system and technical 
support to effectively facilitate online instruction and learning? 
~ Yes 0No 

A.26 Does the institution demonstrate appropriate faculty student ratios to support: 

(a) Faculty and student interaction ? 
~Yes 0No 
(b) Facilitation of interaction among students? 
~ Yes 0No 
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( c) Facilitation of interaction with curriculum content? 
~ Yes 0No 

A.27 Is there evidence that appropriate faculty development plans have been developed and implemented on an 
annual basis for those faculty members teaching online courses, including documentation to support 
completed activities listed on the plans? 
~Yes 0No 

A.28 Does the institution have adequate financial resources to support the courses/program(s)? 
~ Yes 0No 

A.29 Does the institution demonstrate that students taking online courses have access to the same or 
equivalent library resources and support as on-ground students? 
~ Yes 0No 

A.30 How does the institution orient online students to its learning management system, resources , and 
support services (including technical support)? 
The college provides all online students with a video tutorial regarding the LMS, its resources , and 
support services. After viewing the tutorial , students are required to complete an examination to 
determine their proficiency in using the LMS. 

Is this orientation adequate? 
~ Yes 0No 

A.31 Does the institution provide support services for online students which are the same or equivalent to 
those provided for on-ground students in the following areas: 
(a) Counseling? 
~Yes 0No 
(b) Academic advising? 
~ Yes 0No 
(c) Financial aid? 
~ Yes D No D Not Applicable (Institution does not participate in financial aid) 
(d) Employment assistance? 
~ Yes D No D Not Applicable (Institution enrolls only international students on a student 
visa) 

A.32 Are the course learning objectives for online courses the same as the learning objectives for the same on­
ground courses? 
~ Yes 0No 

A.33 Do assessments and assignments demonstrate student achievement of course learning objectives? 
~ Yes 0No 

A.34 Does the institution document that it conducts the following: 
(a) Course/program evaluation s (including assessments of educational outcomes)? 
~ Yes 0No 
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(b) Student retention and placement' 1 

CxJ Yes D l\o 
(c) Student satisfaction') 
CxJ Yes D l\o 
(d) Faculty satisfaction? 
CxJ Yes D l\o 
(e) Employer satisfaction') 
CxJ Yes D l\o 

A.35 Docs the institution fully disclose \vhat forms of instruction it uses in its catalog and \veb site and, \vhen 
appropriate, in its advertising and promotional material') 
CxJ Yes D l\o 
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SIJM:VIARY 

Based on the team·s revie\v. the follmving areas require an explanatory response 

Number Section Summarv Statement 
I Section 2-1-809 & The CEP does not include improvement plans for 

3-1-1 I I retention and licensure pass rates that are below 
Council standards (oaue 35, 36). 

2 Section 2-2-504 The campus docs not disclose an articulation 
agreement in the catalog (page 22). 

3 Section 3-1-100 The mission statement does not include supporting 
obiectives (pap;e 5). 

4 Section 3-1-303(a) The team \Vas not able to verify the backup 
documentation used to support the placement rate for 
the 2015 initial CAR (page 18) 

5 Section 3-1-414 All enrollment agreements are not fully completed 
(oaue l l ). 

6 Section 3-1-421 & The SAP policy docs not meet Council standards 
Annendix D (page 14). 

7 Section 3-1-511 The campus was not able to demonstrate that the 
director of the master's degree in international business 
administration has sufficient time to administer the 
program (pap;es 41, 42). 

8 Section 3-l-512(c) The international business administration master's 
degree program docs not utilize community resources 
(page 42) 

9 Section 3-l-513(b), Course prerequisites are not identified by all individual 
3-1-701, & course descriptions listed in the catalog (page 27, 37). 
Annendix C 

10 Section 3-1-514 The team could not verify that faculty participate in a 
systematic process of continuous curriculum 
evaluation and revision (oage 19). 

I I Section 3-l-532(a) There is no evidence of appropriate systematic 
planning for the international business administration 
mastcr·s degree program (oage 44). 

12 Section 3-1- 703 & The campus is currently advertising for an Orlando 
Annendix C campus that is not presently operational (page 28). 

13 Section 3-5-202 The campus docs not have an adequate course 
numbering system identified in the catalog (pages 22. 
21) 

14 Section 3-6-301 The campus does not have a committee to specifically 
oversee the development of the international business 
administration master·s degree program (page 45). 
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15 Section 3-6-404 Curriculum for the international business 
administration master's degree program docs not 
quantitatively and qualitatively approximate the 
standards at other collegiate institutions offering the 
same credential (pages 45, 46). 

16 Section 3-6-502 There arc no faculty members teaching in the master's 
degree program that possess terminal degrees 
(page 46). 

17 Section 3-6-502 There is no evidence that faculty are encouraged to 
engage in scholarly research and to be published in 
professional journals (pa_gcs 46, 47). 

18 Section 3-6- 701 There is no one currently assigned to oversee the 
library with proper qualifications (page 33). 

19 Section 3-6-704 There is no evidence that the faculty inspire, motivate, 
and direct student usage of the library resources 
(oagc31). 

20 Section 3-6-705 The campus does not provide resources to support a 
better understanding of scholar] y research at the 
graduate level (oagc 34) 

21 Section 3-6- 706 There is no evidence that the faculty have major 
involvement in the selection oflibrary resources 
(page 30). 

22 Section 3-6-800 & The catalog docs not have a separate section for 
Appendix C master"s degrees that include all required clements 

(page 29). 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 54 of 56 

RECOMMENDATIONS 

Any recommendations provided in this report are not included in the report seen by the Council: 

Student Relations: 
• The campus software for initiating official and unofficial transcripts should be updated to provide for more 

efficient generation of the documents. In addition, the software should be capable of generating an 
academic progress report at the end of each evaluation period instead of using the manual system in place 
currently. 

Education Activities: 

• 

• 

• 

• 

Translate into English all documents such as articulation agreements and minutes of international board of 
directors meetings. While the team was on site, the campus provided a translation of all requested 
documents. 
Review the faculty job description and strengthen expected responsibilities for their important role in 
continuous curriculum evaluation and revision as well as input into library and instructional resources. 
The team recommends the addition of an advisory committee specifically for the nursing department to 
oversee the concerns and development of the program and to provide community input. 
The school needs to form a separate committee to conduct separate meetings for the MIBA program 
development, modification , and maintenance. 

Library: 

• 

• 

• 

• 
• 

Purchase additional NCLEX-RN test preparation print books - these should be updated every other year 
to reflect the changes in the NCLEX-RN examination. (Publishers with such resources are: Kaplan , 
Saunders , Mosby, and Lippincott.) Consider purchasing NCLEX-RN review card sets. 
Consider purchasing online access to NCLEX-RN preparation software for review questions including 
content and test -taking strategies. (Vendors include Kaplan , ATI, and HESI.) 
Consider purchasing the Incredibly Easy Series of books: Pediatrics Made Incredible Easy, Maternity, 
Mental Health , Medical-Surgical , Medical Terminology , Anatomy/Physiology , Pathophysiology , etc. 
Cons ider purchasing the Mosby Nursing Skills Video series with DVD and/or online access . 
Add the list of nursing resources to all library computers for ease of student access, and consider adding 
the list of resources to the website. 
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STUDENT SURVEY 

Please find below the results of the Student Surveys issued to several students while the team was on-site. 
Please note that these results are aggregated and are not distinguished by individual. 

Survey Report 
Generated: May 23, 2016 
ACICS ID: 00248377 
Surveys Between: 
May 12, 2016 and May 13, 2016 

A.01. Prior to enrolling in this institution , have you attended any 
other college or institution of higher learning? 

A.02. If you had transfer credits , did your admissions representative 
describe the transfer of credit policies and procedures accurately? 
(Select N/ A if no transfer credits) 

A.03. Did your admissions representative accurately describe the 
enrollment process regarding available courses and programs of 
study? 

A.04. Did your admissions representative accurately describe 
student services offered by the institution? 

A.OS. Did your admissions representative accurately describe the 
tuition and fees associated with your program of study? 

A.06. Did you receive a catalog or were you provided access to one 
during the enrollment process? 

A.07. Did the catalog accurately portray programs , services and 
policies of the institution ? 

A.08 . Was the information provided during enrollment sufficient 
for you to make your decision? 

A.09. Did you feel pressured into makjng the decis ion to enroll? 

B.01. Do you receive federal financial aid? 

B .02. Are you aware of your federal financial aid loan repayment 
obligations? (Select N/ A if no loan repayment obligations) 

Yes 

No L___j 2 

Yes 

NoO 

N/AO 

Yes 

NoO 

Yes 

NoO 

Yes 

NoO 

Yes 

NoO 

Yes 

NoO 

Yes 

NoO 

Yes 

No 

Yes o 

No 

Yes 

No[ 
N/A 

]t 

9 

10 

6 

11 

11 

11 

11 

11 

11 

11 
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C.O 1. Are your instructors available to provide additional help, if 
needed? 

C.02 . Are the learning resources and lab equipment/supplies 
adequate for your program of study? 

C.03. Were textbooks available when you started classes? 

C.04. Were the out of class activities sufficient to help you achieve 
the course objectives? (Select NIA if no out of class activities have 
been assigned) 

D.01. Overall , I am satisfied with the quality of education I am 
receiving. 

D.02. I would recommend this institution to others. 

Yes 

No L.J l 

Yes 

NoO 

Yes 
No .__ __ _.-

Yes 
No0 

N/A0 

Acree 
Dbagrtt t:iJ 1 

Neutral 0 

Acree 

Dbasree- 1 
Neutral 0 
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August 26, 2016 

VIA E-MAIL AND UPS DELIVERY 

Dr. Yezid Arango 
Campus President 
CENSA International College 
4481 NW 167th St. 
Miami Gardens , FL 33055 

Dear Dr. Arango: 

Subject: Initial Grant Denial Letter 

ID Code 00248377(MC) 

acics@censahealth.com 

The Council has considered your institution 's application for an initial grant of accreditation. As 
a result of its review of the application materials , the report for the on-site evaluation visit 
conducted in May 2016, and the institutional response, the Council found the following based on 
the Accreditation Criteria: 

1. The campus could not verify that appropriate systematic planning is implemented for the 
master ' s degree program in International Business Admin istration and that faculty 
participate in a systematic process of continuous curriculum evaluation and revision in all 
programs (Sections 3-1-514 and 3-l-532(a)). 

2. The campus is advertising on its website and its catalog for an Orlando branch campus 
that was not included within its initial application for accreditation (Section 3-1-703 and 
Appendix C). 

3. The catalog does not include an appropriate explanation of its course numbering system 
for its general education courses, since the alphanumeric course codes do not relate to 
course progression or subject area (Section 3-5-202). 

4. Curriculum for the master ' s degree program in International Business Administration 
does not quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same credential. Specifically, the program does not include 
sufficiently rigorous assessment methods and appropriate and up-to-date instructional 
content and resources (Sect ion 3-6-404). 
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5 The campus did not provide suflicient documentation that there are currently any faculty 
members teaching in the master's degree program \vho possess a terminal degree (Section 
3-6-502) 

6 There is currently not a professionally trained individual with specific qualifications to 
aid students in research and \vho holds a l\1 L.S degree or its equivalent on staff to 
oversee the library, nor is there evidence that faculty inspire, motivate, and direct any 
student usage of the library resources, nor is there evidence that faculty have any 
involvement in the selection oflibrary resources (Sections 3-6-701, 3-6-704, and 3-6-
706) 

Council Action 

Due to the serious number and nature of the findings discovered during the institution's on-site 
evaluation visit and the failure of the institution to provide evidence to satisfactorily resolve 
these findings, the Council acted to deny the institution's application for an initial grant of 
accreditation. 

Please notify the Council office in \Vriting \Vi thin ten days of receipt of this notice if you desire to 
appeal this decision to the Review Board. The appeal notification must include payment of 
$10,000 in the form ofa cashier's check, which includes the S5,000 Review Board fee and a 
$5,000 deposit on the expense of the Revie\v Board, \vhich \Vil! be reconciled based on actual 
expenses The payment is also due \Vithin ten days of receipt of this notice. If the appeal notice 
and appropriate fee are not provided within ten days of receipt of this notice, then the Council's 
decision is final and will be published and disseminated. If the institution elects to appeal this 
action to the Review· Board and remits the appropriate fee by the established deadline, then more 
detailed appeal procedures and information \vill be fonvarded to the institution. 

If the institution elects not to appeal this action, any comments you may wish to make with 
regard to this decision must be submitted to the Council office \Vi thin t\vo \Veeks of the date of 
this letter. Should you choose to submit any comments, these comments \vill be included in the 
summary detailing the reasons for the Council's decision that will be made available to the U S 
Secretary of Education, the appropriate State licensing or authorizing agency, and the public 
through \V\V\v.acics org 
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Please contact Ms. Jan A . Chambers at jchambers @acics .org or (202) 336-6764 if you have any 
questions. 

Sincerely, 

Roger J. Williams 
Interim President 

c: Ms. Cathy Sheffield, Accreditatio n and State Liaison, U.S . Department of Education 
( aslrecordsmanager @ed.gov) 

Ms. Christopher Mj))er, U.S. Department of Education , School Participation Team, 
Region IV (Christopher.miller @ed.gov) 

Mr. Samuel Ferguson , Florida Department of Education (susan .hood@fldoe.org) 



October 28, 2016 

BY E-MAIL AND OVERNJGHT DELIVERY 

Dr. Y ezid Arango 
CENSA International College 
4481 NW 167th St. 
Miami Gardens, FL 33055 

Dear Dr. Arango: 

ID Code 002483 77 

This Jetter will acknowledge your appeal of the Accrediting Council's decision to deny your 
institution's application for an initial grant of accreditation. Your notice of intent to appeal 
automatically stays the decision pending final disposition of the appeal. The Review Board will 
consider your case at its next meeting, which is scheduled for Thursday, December 1, 2016 at 10:00 
a.m. -11 :30 a.m. The hearing will be held at the ACICS offices in Washington, D .C. 

Please review Sections 2-3-300 and 2-3-600 of the Accreditation Criteria, which pertain to denial of 
accreditation actions and Review Board procedures. Special attention should be given to Section 2-
3-603, which outlines the juri sdiction and authority of the Review Board, and which states that no 
new evidence will be considered that was not in the record when the Council made its decision 
except where a final adverse action is based solely on the failure of an institution to comply with the 
standards of financial stability. 

In accordance with Section 2-3-608 and the ACICS Schedule of Fees, the institution is required to 
pay a $10,000 fee and this letter acknowledges receipt of your check number 12094082303 in the 
amount of $10,000. 

The Review Board has adopted the following rules to govern the proceedings : 

1. The institution may file a brief setting forth its statement of the facts of the case, its 
argument against the Council action under review, and a suggested disposition of the case 
by the Review Board . If such a brief is to be submitted, it must be filed (original and five 
copies) at least fifteen (15) business days before the hearing. Such statement shall briefly 
and concisely specify the grounds of appeal and the reasons why the institution contends 
that the denial action should not be affirmed and should be remanded to the Council for 
reconsideration or reversed . No documents or other exhibits shall be incorporated in or 
attached to such statement. A copy of the institution' s statement must also be sent, first class 
mail or electronically to the ACICS General Counsel at the address indicated below at the 
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same time it is filed with the Council. The Council's reply brief will be filed with the 
institution and the Revie\v Board at least seven (7) business days before the hearing 

2. The duration of the hearing will be 1-1/2 hours divided equally between the institution and 
the Council. The institution shall present its case first and may reserve part of its time for 
rebuttal 

3. The hearing will be stenographically recorded. A copy of the transcript will be provided to 
the institution at its expense upon request. 

4. The hearing is not open to the public. 

MEMBERS OF THE REVIEW BOARD 

The members of the Revie\v Board panel that \Vil! hear your institution's case \vill be named shortly. 
Communication to the Review Board regarding procedural matters should be made in writing and 
addressed to 

Chairman, Review· Board 
ACICS 
750 First Street, T\.E., Suite 980 
Washington, DC 20002-4241 

A copy of all correspondence should be sent directly to the Council's general counsel at the 
following address: 

\1r. Kenneth J Ingram, Esq 
Whiteford, Taylor & Preston 
1025 Connecticut Avenue, T\.W., Suite 400 
Washington, DC 20036-5405 

REPRESE'iTATIO'i AT THE HEARING 

You may be represented at the hearing by counsel or other designated representatives. The Council 
will be represented by its general counsel identified above. 

RECORD ll'iDER REVIEW 

This record will be forwarded to the institution at a later date. 
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You may choose to have your appeal considered solely on the basis of written briefs. Please be 
aware, should you choose this option, that you still are required to submit the deposit on expenses 
noted earlier and that the Review Board still may be convened in Washington , D .C. If you decide 
to proceed on the basis of written briefs only, you must notify the Council office no later than 
November 3, 2016, so that an appropriate stipulation can be prepared and forwarded to you. 

Sincerely, 

Roger J. Williams 
Interim President 

c: Mr. Kenneth J. Ingram, Esq., Whiteford , Taylor & Preston 



Novem ber 3, 20 16 

BY E-MAIL AND OVERNIGHT DELIVERY 

Dr. Y ezid Arango 
CENSA International College 
4481 NW 167th St. 
Miam i Gardens, FL 33055 

Dear Dr. Arango: 

ID Code 00248377 

The Review Board hearing to consider your institution ' s appeal of the Counci l' s decision to deny 
your institution ' s application for an initial grant of accreditation has been confirmed for 10:00 
a.m.-11 :30 a.m., Thursday, December 1, 2016 . The hearing will take place in the ACICS office 
at 750 First Street, N.E. , Suite 980, Was hington, DC 20002. 

Please refer to my letter dated October 28, 2016, for specific procedures governing the Review 
Board hearing. You are reminded that an origina l and five (5) copies of your statement of points 
and brief , if any, are due in this office no later than fifteen (15) business days prior to the date of 
the hearing, i.e., Friday, November 11, 2016. Please ensure that the original brief is in an 
electronic format. No exhibits or other documents will be accepted after this date. An additiona l 
copy of these documents must be delivered by this date to Mr. Kenneth Ingram, the Accrediting 
Counci l's genera l counse l, at the following address: 

Mr. Kenneth J. Ingram, Esq. 
Whiteford, Taylor & Preston 
1025 Connect icut Avenue , N.W. , Suite 400 
Washington , DC 20036 -5405 

Enclosed is a copy of the Record Under Review. The Review Board panel members selected to hear 
your appeal have been confirmed. The members of the Review Board were chosen in such a way as to 
prevent any apparent conflicts of interest. The institution has the right, however, to object to any of the 
chosen Review Board members for cause. The rationale for any objection must be made in writing and 
must be received in the Council office no later than Wednesday, November 9, 2016. 
These members are listed below: 

Mr. Francis S. Giglio, Chair 
Dr. Thomas B. Duff 
Dr. JamesD . Hutton 
Dr. Gary D. Meers 
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You will receive the Council's written presentation and response to your brief by e-mail by Monday, 
November 21, 2016, with a hard copy forwarded by overnight delivery. This response also will be 
forwarded to the members of the Review Board panel. The Review Board panel will also receive 
copies of the Record Under Review and your brief 

If you have any questions about these proceedings or arrangements, please send them in writ ing to my 
attention, with a copy to the Council's general counsel, Mr. Kenneth Ingram, at the address listed in 
previous correspondence. 

Sincerely , 

r~) 
Roger J. Williams 
Interim President 

Enclosure 
c: Mr. Kenneth J. Ingram , Esq. 



T\ovember 3, 2016 
Dr. Y czid Arango 
Page 3 of3 



December 20, 20 16 

VIA E-MAIL AND OVERNIGHT DELIVERY 

Dr. Yezid Arango 
Campus Director 
CENSA International College 
4481 NW 167th St. 
Miami Gardens , FL 33055 

Dear Dr. Arango: 

CENSA INTERNATIONAL COLLEGE , MIAMI GARDENS, FLORIDA 

Subject: Review Board Decision -Affirmation 

ID Code 00248377 (MC) 

acics@censahealth.com 

ID CODE 00248377(MC) 

The Review Board has considered your appeal of the August 26, 2016 decision of the Accrediting Council 
for Independent Colleges and Schools ("Council") to deny the institutions ' initial grant of accreditation. 
Based on the arguments presented by both the institution and the Council , the Review Board has found that 
the action of the Cow1cil is supported by substantial evidence in the record and was not arbitra.iy or 
capnc1ous. 

Therefore, the Review Board acted to affirn1 the previous decision of the Council pursuant to Section 2-3-603 
of the Accreditation Criteria. The decision is effective upon electronic receipt. 

The appropriate federal and state authorities will be notified of the action of the Review Board. 

Sincerely, 

b)(6) 

Mr. Franci s S. Giglio , Chair Dr. James D. Hutton 

Dr. 1110mas B. Duff Dr. Gary D. Meers 

750 First Street , NE, Sui te 980 e washington. DC 20002-4223 • t - 202.336.6780 • f - 202.842 .2593 hw w.acics.org 
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Review Board Members 
Classification and Attestation Forms 

Decision-making bodies must identify themselves as being classified as either member or public and if a 
member representative, either academic or administrative. Please read the definitions and attest to your 
classifications. A resume and/or CV will be required to evidence the selected classification(s). 

Classifications: 

A member representative is defined as some who is: 
a) an employee, member of the governing board, owner, or shareholder of, or consultant to, an 

institution accredited or preaccredited by ACJCS or has applied for accreditation or 
preaccreditation; or 

b) a member of any trade association or membership organization related to, affiliated with, or 
associated with ACICS; or 

c) a spouse, parent, child, or sibling of an individual identified in paragraph a) orb) of this 
definition. 

A public representative is defined as someone who is not 
a) employed by an institution or program that is either accredited by ACICS or has applied for 

accreditation by ACICS; or 
b) associated as a member of the governing board, an owner, a shareholder, a consultant, or in some 

other similar capacity with an institution or program that either is accredited by ACICS or has 
applied for accreditation by ACICS; or 

c) a member of any related, associated, or affiliated trade association or membership organization; 
or 

d) a spouse, parent, child or sibling ofan individual identified in paragraph a), b) or c) of this 
definition. 

An academic representative is defined as someone currently or recently directly engaged in a significant 
manner in postsecondary teaching and/or research. 

An administrative representative is defined as someone currently or recently directly engaged in a 
significant manner in postsecondary program or institutional administration. 

Review Board Members Classification and Attestation Form 
Created: Dec, 20 I I 

Page 1 of2 



Attestations: 

Based on my qualifications and the definitions provided, I can be classified as a (select only one): 

~ Member representa tive. Defined as some who is: 

OR 

d) an emp loyee, member of the governing board, owner, or shareho lder of, or consultant to, an 
institution accredited or preaccredited by ACICS or has applied for accreditation or 
preaccreditation; or 

e) a membe r of any trade association or membership organization related to, affiliated with, or 
associated with ACICS; or 

f) a spouse, parent, child, or sibling of an individual identified in paragraph a) orb) of this 
definition. 

D Public representative. Defined as someone who is not 

OR 

e) employed by an institution or program that is either accredited by ACICS or has applied for 
accreditation by ACICS; or 

f) associated as a member of the governing board, an owner, a shareholder, a consultant, or in some 
other similar capacity with an institu tion or program that either is accredited by ACICS or has 
applied for accreditation by ACICS; or 

g) a member of any related, associated, or affiliated trade association or membership organization; 
or 

h) a spouse , parent, child or sibling of an individual identified in paragraph a}, b) or c) of this 
definition. 

D Academic representati ve . Defined as someone currently or recent ly directly engaged in a significant 
manner in postsecondary teaching and/or research. 

OR 

D Administrative representative. Defined as someone currently or recently directly engaged in a 
significant manner in postsecondary program or institutional administrat ion. 

I have read each of the definit ions assoc iated with classifying my role as a panel member of the Review 
Board and attest that my qualifications support my selections. 

_IT,)~ s ~ ~ \~L .,, 
(Please print your full name): r~) 
@iXature) « 1 /:sot :2oi-1 

( ~t ) 

Review Board Members Classification and Attestation Fonn 
Revised: January 2017 

Page 2 of 2 
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"' Review Board Members 
Classification and Attestation Forms 

Decision-making bodies must identify themselves as being classified as either member or public and if a 
member representative, either academic or administrative. Please read the definitions and attest to your 
classifications. A resume and/or CV will be required to evidence the selected classification(s). 

Classifications: 

A member representative is defined as some who is: 
a) an employee, member of the governing board , owner , or shareholder of, or consultant to, an 

institution accredited or preaccredited by ACICS or has applied for accreditation or 
preaccreditation ; or 

b) a member of any trade associat ion or members hip organizat ion related to, affiliated with , or 
associated with ACICS; or 

c) a spouse, parent, child, or sibling of an individual identified in paragraph a) orb) of this 
definition. 

A public representative is defined as someone who is !!.Q! 
a) employed by an institution or program that is either accredited by ACICS or has applied for 

accreditation by ACICS ; or 
b) associated as a member of the govern ing board, an owner, a shareholder, a consultant , or in some 

other similar capacity with an institution or program that either is accredited by ACJCS or has 
applied for accreditation by ACICS; or 

c) a member of any related, associated , or affiliated trade associatio n or membership organization ; 
or 

d) a spouse, parent, child or sibling of an individual identified in paragraph a), b) or c) of this 
definition . 

An academic representative is defined as someone currently or recently directl y engaged in a significant 
manner in postsecondary teach ing and/or research. 

An administrative representati ve is defined as someone currently or recently directly engaged in a 
significant manner in postseconda ry program or institutional administration. 

Review Board Member s Classifica tion and Attestation Fo1m 
Created: Dec, 201 I 

Page I of 3 
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"' Attestations : 

Based on my qualifications and the definitio ns provided , I can be classified as a (select only one): 

D Member representative. Defined as some who is: 

OR 

d) an employee, member of the governing board, owner, or shareholder of, or consultant to, an 
institution accredited or preaccredited by ACICS or has applied for accreditation or 
preaccreditation ; or 

e) a member of any trade association or membership organization related to, affiliated with, or 
associated with ACICS; or 

f) a spouse, parent, child, or sibling of an individual identified in paragraph a) orb) of this 
definition. 

D Public representative . Defined as someone who is not 

OR 

e) employed by an institution or program that is either accredited by ACICS or has applied for 
accreditation by ACICS; or 

f) associated as a member of the govern ing board, an owner , a shareholder, a consultant , or in some 
other similar capacity with an institution or program that either is accredited by ACICS or has 
applied for accreditation by AClCS; or 

g) a member of any related, associated , or affiliated trade association or membership organization ; 
or 

h) a spouse , parent, child or sibling of an individual identified in paragraph a), b) or c) of this 
definition . 

X D Academic representativ e. Defined as someone currently or recently directly engaged in a 
significant manner in postsecondary teaching and/or research . 

OR 

D Administrative representative. Defined as someone currentl y or recently directly engaged in a 
significant manner in postsecondary progran1 or institutiona l administration . 

I have read each of the definitions associated with classifying my role as a panel membe r of the Review 
Board and attest that my qualifications support my selections. 

Gary Meers 
(Please print your foll name): 

u 
(Signature) 

01/25/201 7 -----
(Date) 

Rev iew Boa rd Member s Classification and Attestation FonTI 
Revised: January 2017 

Page 2 of 3 



Review Board Members 
Classification and Attestation Forms 

Dccis10n-making bodies must identify themselves as being classified as either member or public and if a 
member representative, either academic or administrative. Please read the definitions and attest to your 
classifications. A resume and/or CV will be required to evidence the selected classification(s). 

Classifications: 

A member representative is defined as some who is· 
a) an employee, member of the governing board, owner, or shareholder of, or consultant to, an 

institution accredited or prcaccredited by ACICS or has applied for accreditation or 
prcaccrcditation; or 

b) a member of any trade association or membership organization related to, affiliated with, or 
associated with ACICS; or 

c) a spouse, parent, child, or sibling ofan individual identified in paragraph a) orb) of this 
definition. 

A public representative is defined as someone who 1s not 
a) employed by an institution or program that is either accredited by ACICS or has applied for 

accreditation by ACICS; or 
b) associated as a member of the governing board, an owner, a shareholder, a consultant, or in some 

other similar capacity with an institution or program that either is accredited by ACICS or has 
applied for accreditation by ACICS; or 

c) a member of any related, associated, or affiliated trade association or membership organization; 
QC 

d) a spouse, parent, child or sibling of an md1vidual identified in paragraph a), b) or c) of this 
definition. 

An academic representative is defined as someone currently or recently directly engaged in a significant 
manner in postsecondary teaching and/or research. 

An administrative representative is defined as someone currently or recently directly engaged in a 
significant manner in postsecondary program or institutional administration. 

Review Board Members Classification and Attestation Form 
Created: Dec, 2011 

Page 1 of2 



Attestations: 

Based on my qualifications and the definitions provided, I can be classified as a (select only one): 

D Member representative. Defined as some who is: 

OR 

d) an employee, member of the governing board, owner, or shareholder of, or consultant to, an 
institution accredited or preaccredited by AC JCS or has applied for accreditation or 
preaccreditation; or 

e) a member of any trade association or membership organization related to, affiliated with, or 
associated with ACICS; or 

t) a spouse, parent, child, or sibling of an individual identified in paragraph a) orb) of this 
definition. 

~Public representative. Defined as someone who is not 

OR 

e) employed by an institution or program that is either accredited by ACICS or has applied for 
accreditation by ACICS; or 

f) associated as a member of the governing board, an owner, a shareholder, a consultant, or in some 
other similar capacity with an institution or program that either is accredited by ACICS or has 
applied for accreditation by ACICS; or · 

g) a member of any related, associated, or affiliated trade association or membership organization; 
or 

h) a spouse, parent, child or sibling of an individual identified in paragraph a), b) or c) of this 
definition. 

D Academic representative. Defined as someone currently or recently directly engaged in a significant 
manner in postsecondary teaching and/or research. 

OR 

D Administrative representative. Defined as someone currently or recently directly engaged in a 
significant manner in postsecondary program or institutional administration. 

I have read each of the definitions associated with classifying my role as a panel member of the Review 
Board and attest that my qualifications support my selections. 

Thomas B. Duff 

(Please print your full name) 

(Signature) 
1/30/2017 

(Date) 

Review Board Members Classification and Atte stat ion Form 
Revised: January 20 17 

Page 2 of2 



Review Board Members 
Classification and Attestation Forms 

Decision-making bodies must idcntif y themselves as being classified as either member or public and if a 
member representative, either academic or administrative. Please read the definitions and attest to your 
classifications A resume and/or CV will be required to evidence the selected classification(s). 

Classifications: 

A member representative is defined as some who is: 
a) an employee, member of the governing board, owner, or shareholder of, or consultant to, an 

institution accredited or preaccrcditcd by AClCS or has applied for accreditation or 
prcaccrcditation; or 

b) a member of any trade association or membership organization related to, affiliated with, or 
associated with ACJCS; or 

c) a spouse, parent, child, or sibling ofan individual identified in paragraph a) orb) of this 
definition. 

A public representative is defined as someone who is not 
a) employed by an institution or program that is either accredited by AClCS or has applied for 

accreditation by ACICS; or 
b) associated as a member of the governing board, an owner, a shareholder, a consultant, or in some 

other similar capacity with an institution or program that either is accredited by ACICS or has 
applied for accreditation by ACICS; or 

c) a member of any related, associated, or affiliated trade association or membership organization; 
or 

d) a spouse, parent, child or sibling ofan individual identified in paragraph a), 6) or c) of this 
definition. 

An academic representative is defined as someone currently or recently directly engaged in a significant 
manner in postsecondary teaching and/or research. 

An administrator representative is defined as someone currently or recently directly engaged in a 
significant manner in postsecondary program or institutional administration. 

Council and Board of Directors Classification and Attestation forms 
Created: Dec, 2011 

Page I of2 
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• 
Attestations: 

Based on my qualifications and the definitions proyidcd, T can b_e classified as a (sdccl only one): 

jjMcmbcr reprnsentc1tivc. Pcfiru:d as some who is: 

d) an employee, rncmb.cr Qf rhc governing bo~rd, owner, or shareholdcr·of, or consultant to. an 
institutiori accredited or ptcaccrndited by A Cl CS or h11s applied for accreditation or 
prcaccrcdifotion: or 

c) n member ofany lrade associatibn or mcmbcrsl1ip orga11ization related Lo, affiliated ,vith, or 
associated wiih ACJCS; or · 

0 a spouse;parent, t:hild, or sibling ofan ii1dividual identified in p11ragraph a) orb) of this 
dcfi11 iti on. 

OR 

0Puhlic n::prcscntativc. Defo1cd as someone who is_not 

·oR 

e) employed by an institution or program that is eithc1· accredited by ACICS or lms applied for 
accreditation by ACTCS; or 

f) clS~OC ialcd ns a member Cif the govern hi~ board, iin owner, a shareholder, a consultant, or in some 
other sirni'l.ir capacity with an institutiou or program tliat oithel' is accredited by ACICS Ol' hns 
applied for accreditation by AC:rcs: or 

g) a mcrnb~r or any rcl;ned,associaled, or nffiliated trndeassodation or.memb0rship organization~ 
or 

h) a spouse;, parent, child or sibling ofa11 i11dividnal identified in puragraph a), b) or c) of this 
defoiilion. 

0Acudcmic rcpres~ntative. Defined as 5omeonc currently or rct:~1ttly directly engaged in a significant 
manner in postsecondnry teaching and/or tesearch. 

OR 

0Admiuii.trator R:µrcsentativo. Ddincd Hs someone cmTcnily or 1'.Ccently directly engaged in a 
sig1ii~icant manner in po~tsecondury prngram or institL1tio11al admi11i,tratio11. 

l hav~rcad ench L>fthc ccfinitiqns associated with classifying my role as a panel member of the Review 
Hmird :mrl attest that lny ciualifications suppoit my selections. 

(r~~o~{ll 1~m~): l-l94~T,1.s..=.---::f) _________________ _ 
b)(6) 

Coundl iind Board afDin,-ttors Cl.issificm\on flnd Attestation forms 
Rcvis~t!: 1\ugust 20 l 6 

Page.2 of2 



ACICS Standards of Ethical Responsibility 

For ACICS Review Board Members v. August 2016 

Each panel member of the ACICS Review Board must read and comply with the following 

Standards of Ethical Responsibility in performing their ACICS duties: 

I. !Ic/shc shall uphold the integrity of the accreditation process. 

2. He/she shall avoid impropriety or the appearance of impropriety in all activities. 

3. He/she shall perform the duties impartially and diligently. 

4. !Ic/she shall refrain from any activity that might call into question their objectivity in the 

accreditation review. 

5. He/she shall disclose to the President any actual, potential, or appearance of a conflict of 

interest and shall not participate in review panel actions regarding an institution that 1s the 

subject of that conflict. 

6. He/she shall preserve the confidentiality of the Review Hoard deliberations, institutional 

data, and ACICS business information. 

7. He/she shall not violate the ACICS Policy on Discrimination and Harassment in 

interactions with other review panel members, staff, or any person associated with a 

member institution. 

8. He/she shall not solicit or accept, either for themselves or a family member, anything of 

value from an AC[CS-accredited institution or an applicant institution seeking AC[CS 

accreditation. 

A member of the Review Hoard shall immediately inform the President of any potential violation 

of these Standards. The President will either determine that no violation has occurred or will 

notify the member of the Review Board involved of the allegation. The Review Board member 

involved shall have the opportunity to respond to the allegation in writing to the President who 

shall make a determination. If the President determines that a violation has occurred, the Review 

Pagelof2 
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ACICS Standards of Ethical Responsibility 

For ACICS Review Board Members o. A,rgml lf/16 

Board member may be removed. The President shall, in all cases, take such action as necessary 

in order to maintain the integrity of ACICS 

f have read the Standards of Ethical Responsibility for ACICS Board of Review Members as 
stated above and agree to meet or exceed these Standards in performing my duties as a panel 
member of the Review Board. 

James D Hutton, 
D' ,.,, y s,g, ,, o, ·'""' D ti,:·,oa, Pc.D 

PhD o,· :O•JaTas D "'"'"· PhD o=H'""' c~·,,, 
o,=Aom a ,t,at,oa, em, 'ci m h,:<oo:§;ha•, ,,, ,;, c=US 
Dale :>01"0il,·,17o/•J<-0400' 

/Signature) 

James D. Hutton, PhD 
/Please Print Nome) 

Page 2 of2 
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August 31, 2016 
(Date) 
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ACICS I Adverse Actions 

I want to ... 

ACCREDITING COUNCIL FOR 
INDEPENDENT COLLEGES AND SCHOOLS 

Home I About Us I Accred1tat1on I Council Actions I Students I Evaluators I Events/Workshops I 

+ Council Actions 

Memorandum to the Field 

Initial Applicant Institutions 

Institution Closings 

Accreditation Conditioned 

Voluntary Withdrawal 

Evaluation Schedule 

Adverse Actions 

Direct or Vacate Show Cause 

Program Level Actions 

Action to Debar 

------- -.. - &. Home > Council Actions 

§ II BS ShareTI1is 
Adverse Actions 

The following adverse actions were taken by the ACICS Council. Click on the instutution's name to review the Council 

letter. 

Adverse actions can be appealed as described in Section 2-3-600 of the Accreditation Criteria. An institution who has 

appealed a denial or withdrawal of accreditation remains accredited until the appeal is resolved. 

Click on the institution name to view the Council notification letter. 

INSTITUTION 
MAIN CAMPUS ADDRESS 

1
/CICS 

NAME 
ACTION NOTIFICATION DATE 

Bristol University 
2390 East Orangewood 

00015728 Denial of Accreditation l June 14, 2017 
Avenue , Suite 485 

l Anaheim , CA 

Computer Systems 5330 Grand Avenue All Withdrawal of Accreditation by 
May 9, 2017 

Institute Gurnee, IL 60031 locations Suspension 

West Virginia 
1052 Main Street Final Council Action Following 

Business 
VVheeling, WV 26003 00010484 1 Remand 

April 10, 2017 
College 

i Spanish-American 
240 West 35th Street, 

Denial of Renewal of 

Institute 
2nd Floor 00010791 

Accreditation 
March 3, 2017 

New York , NY 10001 

DuBois Business One Beaver Dr. 
Institution chose not to appeal 

College DuBois, PA 15801 00011225 
and ceased operations on August 26 , 2016 

09/22/ 16 

CENSA 4481 NW167th St. Denial of Initial Grant 
August 26, 2016 

International Miami Gardens, FL 33055 00248377 of Accreditation 

College 

h11p://www.a cics.org/co mmi ssion%2 0ac1ions/co n1cn1.aspx? id~6109(7/25/20 17 9:55:18 AM] 


